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Fundamentals of General Ledger

Welcome to the Fundamentals section of Generd Ledger! This section containsthe
tools needed to learn the concepts and procedures involved in an overview of Generd
Ledger.

Goal To acquire the skills and knowledge necessary to discuss and apply the fundamentd
concepts of Phoenix Generd Ledger.

Participant At the end of this section you will have an understanding of:
Objectives
Therole of the Generd Ledger in an accounting system.
The concept of Ledger Groups.
The concept of Ledgers.
The concept and function of trees.
The concept and role of accounting identifiers (Chartfields) in an accounting
sysem.

Outline Fundamentals
Introduction
Business Process
Concepts

Exercises

Summary and Review

Mmoo
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A. Introduction

Activity Materials
W ||
LECTURE GUIDE
Step 1 Goal: To understand how information is stored in the Generd Ledger and acquire
the knowledge of how the accounting structure (ChartFelds) creates the
detailed financid activity.
Objectives:
1. Discussthe function of the Generd Ledger
2. Discuss the concept of Ledger Groups
3. Discuss the concepts of Ledgers
4. Discussthe concept and function of trees
5. Discussthe concept of accounting identifiers (Chartfidds) in an accounting
sysem.
Step 2 Materials:
Participant Guide
Expected | The materids are introduced.
Results:
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B. Business Process

PARTICIPANT GUIDE

Activity Materials
7 | e
LECTURE GUIDE
Step 1 Discuss the relevant business processes:
Business Processes can be found on the web using the following path:
http://phoenix.gagta.comy/
Financia GL/Business Processes
GL-046 Creating a Detail Ledger
GL-047 Cregting a Detail Ledger Group
Expected | The business processes are identified and understood.
Results:
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C. Concepts

Activity Materials

AL

LECTURE GUIDE

Step 1 The main underlying concepts for this module are listed below:

Generd Ledger, Understanding

Ledgers and Ledger Groups, Understanding
ChartFeds, Understanding

Function of Trees, Understanding

Expected | Anunderganding of the main concepts involved in PeopleSoft Generd Ledger
Results:
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Concepts (continued)

Step 2

Expected
Results:

Read and discuss the following brief introductions for the main concepts:

General L edger- compiles summarized account informeation from the subsdiary
modules (Purchasing, Accounts Payable, Accounts Receivable, Asset Management,
and Labor Didribution) and off-line sysems. It providesfor an integrated financid
system and accounting structure through the setup and maintenance of control tables.
These control tables define various functions and accounting identifiers within the
system. They may be shared by multiple business units or maintained, uniquely, by
business unit.

The Generd Ledger module provides:

The ability for users to enter manual journals;
The ability for users to copy, reverse and/or delete journals;
The ability for users to request ad-hoc reports and queries;

System-generated and maintained editing, budget checking, and journal
posting processes; and

Automatic daily activity reports and month-end close reports.

L edger s-Stores the net activity by chartfield combination for an accounting period.
Ledgers are categorized into groups and are further broken down into ledgers within
account groups.

Ledger Groups — ACTUALS, GFAAG and GLTDAG.

Ledgers — ACTUALS, GAAPACUTALS ,FEDSACTUALS, GFFAG, and
GLTDAG.

Chartfields— A dring of vauesthat define the structure of the accounting system.
These vaues in the Phoenix accounting system are: Business Unit, Fund, Organization,
Budget Y ear, Subclass, Account, Program and Project/Grant.

Reporting Trees- Tree diagrams are used to organize and maintain ChartFields.
Trees provide a hierarchica gructure that alows the user to drill down or roll up to the
appropriate level of detail. They alow the user to visudly establish and change the rules
for summarizing detail dements. Each tree defines the summarization rules and
reporting structure for a ChartField.

An understanding of concepts
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D. Exercises

Activity Materials

W | || Co |

PRACTICE GUIDE ENTRAIN

Exercise 1 - Review the concept of ChartFields
Exercise 2 - Review the concept of ledgersand ledger groups

Exercise 3 - Review the concept and function of trees
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Exercise 1 — Review the Concept of ChartFields

Scenario:In this exercise, you will learn what ChartFieds are and their role in maintaining accounting
records.

Under standing ChartFields

Chartfields are data fields used to classify accounting transactions created in the subsystems or entered
directly into generd ledger. Chartfield vaues may be maintained at the Business Unit level
(Organizations, Programs, and Project/Grant). This function provides flexibility for each Business Unit
to have its own information defined by identifiers that make sense for the way that business unit
conductsits operations and structuresits financid reporting. These chartfields are added or updated by
the Business Unit a their discretion. Chartfields may dso be maintained on a Statewide level and
shared by al Businesses asis the case with the Account. The statewide list of accounts is controlled by
the Department of Audits. Note changesto thislist (additions, deactivations or reactivations) will be
made with Audit approva.
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Exercise 1 (continued)

PARTICIPANT GUIDE

Chart
Phoenix _ Agency or FSS (F_lnanC|aI
: Size Systems Solutions) Comments
ChartFields o
Maintained
Business Unit 5 FSS Agency (BU) with two zeros
Used to identify GAAP fund
Fund 5 FSS and State appropriation
code
First three positions are BU.
Organization (DeptID) 10 Agency adds \;?;l; / FSS adds to Used to separate divisions
or cost centers
Budget Year 4 FSS
Subclass .
(Expense Only) 5 FSS Budget Expense Line Item
Account 6 FSS Statewide Account List
Program 5 Agency adds value / FSS adds to Same as Fund source
trees
Project/Grant 15 Agency adds value / FSS adds to
trees
Fiscal Year 4 FSS
Exercise completed.
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Exercise 2 — Review the Concept of Ledgersand Ledger Groups

Scenario: In this exercise, you will learn about the different ledger groups where financid data
entries are recorded.

There are many ledger groups but most apply to budget control. The three that record financia data
entry arethe ACTUALS, GFAAG, and GLTDAG. The ACTUALS ledger group has three ledgers
within ACTUALS: The ACTUALS Ledger, GAAPACTUAL Ledger and afew agenciesthat dso
have a FEDACTUALS Ledger. The GFAAG and GLTDAG groups each have only one ledger that
has the same name as the ledger group.

ACTUALS GROUP
ACTUALS GAAPACTUAL FEDSACTUAL
Ledger Ledger Ledger
GFAAG GROUP GLTDAG GROUP
GFAAG GLTDAG
Ledger Ledger
PHOENIX — STATE OF GEORGIA SECTION 1. FUNDAMENTALS OF GENERAL LEDGER 1-9
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Exercise 2 (continued)

PARTICIPANT GUIDE

Within each of these ledgers are three amount fields, Pre_ Encum (requidtions), Encumber ed
(purchase orders/contracts) and Posted Total (expenses). The encumbered and posted totals are
included on the trial baance, but the pre_encum is not.

ACTUALS
Ledger

Pre_Encum
Amount
or
Requisition

Encumbered Amount
or
PO/ Contracts

Posted Total Amount
or
Expenses

Surplusisonly caculated onthe ACTUALS Ledger. Surplusis not caculated on FEDSACTUAL

Ledger

Exercise completed.
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Exercise 3 — Review the Concept and Function of Trees

Scenario: In thisexercise, you will learn about the concept and function of trees. Trees are used
within Phoenix to define structure and hierarchy within ChartFidd vaues. They are
aso used within Phoenix as a means of grgphicaly representing summarization levels
of information.

Thefirst leve of the tree has been defined as ALL. The second, third, etc. Level names vary depending
on thetree. Some reports are programmed to pull from predefined levels while others may prompt you
for alevel. The Program Summary Trail Balance would pull from the PROG _1 leve of the
RPT_PROGRAM tree.

Custom G/L Reports - Reports - Trial Balance Reporting H=E
File Edit “iew Go Favoites Beports Help

alel@x| akale| & o= =] 2] #lelslz]

Trial Balance |

Operator 1D: FHTRM40
Run Control 1D: COPY Y

- 5 l— Sum All Revenue and Expense
Business Unit: | 46000 ﬂ Accounts Prior to Budget Year: I [DOptional]
Ledger: [ACTUALS ﬂ Trial Balance Type

¢ Business Unit/Account

Fiscal Yeal:l 2001 " Program Detail
" Fund Detail " Fund Summary

Period From: 3  Period To: I 3 " Fund Detail/Program ¢~ Fund Summary/Program

| Trial Balance |Update/Display 4
PHOENIX — STATE OF GEORGIA SECTION 1. FUNDAMENTALS OF GENERAL LEDGER 1‘11
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Exercise 3 (continued)

PARTICIPANT GUIDE

Example
Setid: 44000 TreeName: RPT_PROGRAM EffDt: 01/01/ 1900 Date: 08- SEP-
2000_04: 37:15_
PM
1 2 3 6 7 8 9 10
Level s
1. ALL
2. PROG 1
3. PROG 2
Nodes
ALL Progr anms
...... 01 STATE BASE FUND
...... 0102 YEAR 2000 PRQJECT FUNDS
...... 05 GOVERNOR' S EMERGENCY FUND
...... 069R P/ R W THHOLDI NGS SUMVARY
...... 06999 P/ R W THHOLDI NGS FS
...... 10 USDOL ED ASST ADM VA TL 38
...... 10092 USDOL ED ASST ADM VA TL 38
...... 10093 USDOL ED ASST ADM VA TL 38
...... 10094 USDOL ED ASST ADM VA TL 38
...... 10095 USDOL ED ASST AM VA TL 38
...... 10096 USDOL ED ASST ADM VA TL 38
...... 10097 USDOL EDUCATI ON ASSI TANCE A
...... 10098 USDOL ED ASST ADM VA TL 38
...... 10099 USDOL ED ASST ADM VA TL 38
...... 10200 USDOL ED ASST ADM VA TL 38
...... 20 HM NURS- MLDG VA TL 38
...... 2001 HM&NUR- M_LDG- NURS CARE
...... 2002 HVM&NUR- M_LDG- DOM . CARE
...... 30 NRS HM CARE- AUG- VA 38
no NONIATIE MNIQ

1-12 secTion 1: FUNDAMENTALS OF GENERAL LEDGER
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Exercise 3 (continued)

The RPT_PROJECT tree below is used by the Total Obligations by Project report series. The First
Level Projects usesthe PROJ 1 leve, the Second L evel Projects usesleve PROJ 2 and the Third
Leve Projects useslevd PROJ 3. The All Detail Projects does not use thistree.

Totd Obligations by Project

Custom G/L Reports - Reports - Total Obligations by Project M=l E
File Edit ¥iew Go Favortes Reports Help
Ble(8x| wlaE EE B HE=] 2] ez
Total Obligations by Project |
Operator ID: FMTRNA4O
Run Control ID: COFY I
Business Lnit Wﬂ rReport Detail Options
" All Detail Projects
Ledger: [FEDSACTUAL  +| & ;
" Second Level Projects
Budget Year: I " Third Level Projects
Fizcal Year: I 2001 I”  Dig Detail
Period Option: ISyslem to Date LI InfoPac Repoit ID:  GL4E0045E
Period From: I 0 To: I 4
Report Type: IPloiJ’Accl 'l
[ | Total Obligations by Project |Update/Display v
Setid: 48800 TreeName: RPT_PRQIECT EffDt: 01/01/1900 Date: 11- SEP-
2000_08: 44: 07_
AM
1 2 3 4 5 6 7 8 9 10
Level s
1. ALL
2. PROJ_1
3. PROJ_2
4. PROJ_3
Nodes
ALL All Projects
...... 01 STATE BASE PROJECT
...... 01001 STATE BASE
...... 10 USDOL. EDUC. ASSIST. ADMN. (VA T
...... 20 USDOL HOVE & NURS FAC M LDGVL (V
...... 30 USDOL. NURS. HOVE CARE- AUGUSTA ( VA
...... 488 Trust Project
...... 99 ERROR DEFAULT
...... 99999 ERROR DEFAULT
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Exercise 3 (continued)
The RPT_FUND tree below isused by the Trial Balance Fund Summary and Fund
Summary/Program Detail. The Fund_1 isthe level used.
Custom G/L Reports - Reports - Trial Balance Reporting M= E
File Edt Yiew Go Favoites Reports Help
R EENEE N EEE NS RN T A
Trial Balance |
Dperator 1D: FHTRN40
Run Control 1D: COFYJY
Business Uni: 45000 +/ ocounts Pror o Budgerreur | (Optional]
Lt Wﬂ Trial Balance Type
" Business Unit/Account
Fiscal Year:lm " Program Detail " Program Summary
¢ Fund Detail  Fund Summary
Period From: 4 Period Tu:|—4 " Fund Detail/Program ¢ Fund Summary/Program
Tiial Balance |Update/Display s
Setid: 40100 TreeNane: RPT_FUND EffDt: 01/01/1900 Date: 11- SEP-
2000_08: 50: 09_AM
1 2 3 4 5 6 8 9 10
Level s
1. ALL
2. FUND_ 1
3. FUND 2
Nodes
ALL Al l Funds
...... 1 Gener al
...... 11 Speci al Revenue
...... 4 Internal Service Fund
...... 6 Agency
...... 8 Nonexpendabl e Trust
...... 9 Expendabl e Trust Fund
...... A Appropriation A
...... Al Appropriation A-General Fund
...... Ad Approp A-Internal Service Fun
...... AAll Georgia Net Authority
...... BA4 Ri sk Managenent C ai ns

PHOENIX — STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL

SECTION 1: FUNDAMENTALS OF GENERAL LEDGER 1-15




APRIL 2003 PARTICIPANT GUIDE

Exercise 3 (continued)

Thereisdso an RPT_FUND_GAAP tree that will be used for consolidated reporting by the Audit
Department. Noticeit isarranged differently, to group by GAAP fund type.

Setid: 40100 TreeNanme: RPT_FUND GAAP EffDt: 01/ 01/ 1900 Date: 11-
SEP-2000_08:48: 1
4 AM
1 2 3 4 5 6 7 8 9 10
Level s
1. ALL
2. FUND 1
3. FUND 2
Nodes
ALL Al'l Funds
...... 1 General Fund
...... Al Appropriation A-CGeneral Fund
...... R1 Revenue Col | ection
...... 11 Speci al Revenue
...... AAl1l Georgia Net Authority
...... 4 I nternal Service Fund
...... A4 Approp A-Internal Service Fun
...... BA4 Ri sk Managenment C ai s
...... 6 Agency
...... 8 Nonexpendabl e Trust
...... 9 Expendabl e Trust Fund
1‘16 SECTION 1: FUNDAMENTALS OF GENERAL LEDGER PHOENIX — STATE OF GEORGIA
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Exercise 3 (continued)

Review the graphica representation of the State of Georgia account tree.

-+ STATE-BCM_ACCOUNT 014 0. - Tree Manager

File Edit ¥iew Go Favorites Structure Level Mode Help

sEEEEEEE AR
8% Tree Manager -
SED BCM
=B ACCOUNT_NODE
£-4% BCM_ACCOUNT
= STATE 0140141500
2B AL - ALL ACCOUNTS
22 000000 - ALL EXPENSE

=% 510000 - REGULAR SALARIES
. (13 510001 - Regular Salaties
{13 510002 - Annual Leave Pay
~{Z1 510003 - Other Supplemental Pay
H {21 510050 - Payroll Reimb between Tls-DTAE
=% 511000 - OVERTIME
[ 511001 - Overtime
B & 512000 - PERMANENT HOURLY LABOR

{21 512001 - Permanent Hourly Labor
2<% 513000 - TEMPORARY/CASUAL LARDR
H {3 513001 - Temporary/Casual Labor
E-cB 514000 - FICA
{21 514001 - FICA - Regular
~{Z1 514002 - FICA - Medicare
-2 514003 - FICA - General Assembly
&% 515000 - RETIREMENT
~{Z1 515001 - Retirement - ERS 0ld Plan
(£ 515002 - Retirement - ERS New Plan
-{Z 515003 - Retirement - TRS
{11 515004 - Retire-Judicial Retire System
{1 515005 - Retire - LRS
-2 515010 - Retirement-Unused Leave
~{£1 515050 - Retirement-DOC-Cobb County
{13 515051 - Retirement-DOC-Fulton County
~{Z1 818070 - Retirement-P&P-Dekalb Co
&) 516000 - HEALTH INSURANCE
i {10 516001 - Health Insurance
E!@ 517000 - FERSOMAL LIAB OF EMPLOYEES ;I

Level: BD_ACCOUNT h’wli_

Exercise completed.
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E. Summary and Review

Activity Materials
W ||| B ||
LECTURE GUIDE REVIEW
Step 1 Answer the following questions
1. Trueor fdse Each subsdiay module hasits own Generd Ledger.
2. Namethe ledger(s) that make up the Actuas Ledger Group.
3. Trueor Fase The Generd Ledger shows detall transactions from the subsidiary
modules.
4. Trueor Fdse The Account, Project/Grant and Program are dll Ledgersin the
GFAAG Ledger Group.
5. Trees provide ameans of defining what within data?
Expected | Anunderganding of the key concepts for working with journas and ledgers
Results:
1‘18 SECTION 1: FUNDAMENTALS OF GENERAL LEDGER PHOENIX — STATE OF GEORGIA
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Summary and Review (continued)

Step 2 Participate in areview activity.
(optional)

Expected | Successful completion of the review activity
Results:

Step 3 Objectives:
- Undergtand the role of the Generd Ledger in an accounting

sysem.

Understand the concept of Ledger Groups

Understand the concept of Ledgers

Understand the concept and function of trees.

Understand the role of accounting identifiers (Chartfields) in an

accounting system.

Expected | The objectives are discussed.
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: FUNDAMENTALS OF GENERAL LEDGER 1‘19
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Fundamentals of General Ledger

' Congratulations! Y ou have just completed the Fundamental's section! This section
contains the tools needed to learn dl concepts and procedures involved in an overview
of Generd Ledger.

Goal To acquire the skills and knowledge necessary to describe and apply the fundamenta
concepts of Phoenix Generd Ledger.

Participant  You should be ableto:

Objectives
Undergtand the role of the Genera Ledger in an accounting system.
Understand the concept of Ledger Groups.
Understand the concept of Ledgers.
Understand the concept and function of trees.
Understand the concept and role of accounting identifiers (Chartfields) in an
accounting system.

1‘20 SECTION 1: FUNDAMENTALS OF GENERAL LEDGER PHOENIX — STATE OF GEORGIA
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Entering Journals

'. Welcome to the Entering Journals section! This section contains the tools needed to
learn dl the concepts and procedures involved in entering journas.

Goal To acquire the skills and knowledge necessary to perform al the procedures necessary
for making journd entriesin the Generd Ledger Module.

Participant
Objectives At the end of this section you will be able to:

Define and understand the purpose of ajournd entry.
Understand Journa Entry Panel Groups and use gppropriately.
Understand Journa Entry Pandls and data entry fields.

|dentify the types and sources of Journd entries.

A wbdpE

Outline Entering Journals

Introduction
Business Process
Concepts

Exercises

Summary and Review

Mmoo
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Section Contents

4
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A. Introduction

Entering Journals

Activity Materials
AR
LECTURE GUIDE

Goal: To acquire the skills and knowledge necessary to enter and generate journas in Phoenix
Generd Ledger.

Objectives:

o

Define and understand the purpose of ajourna entry.

Identify journd types and the originating source.

3. Understand Journd Entry Panel Groups and their relationship to Ledger Groups
and Ledgers.

Understand the journa entry panels and data entry fields.

5. Enter ajourna using the Journd Entry Base Currency.

N

»

Expected Results: The gods and objectives are introduced.

PHOENIX — STATE OF GEORGIA SECTION 2: ENTERING JOURNALS 2‘1
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PARTICIPANT GUIDE

B. Business Processes

Step 1

Expected
Results:

Discuss the relevant business processes.
Business Process can be found on the web using the following path:

http://phoenix.gagta.com/

Financid 9GL/Business Processes

GL-005 Reversing Journd/Begin Next

GL-009 FEDSACTUAL Reversng Journd Using Reversa Option of “On Date
Specified”

GL-010 Enter Journd using Statistical Account Code and Amount

GL-018 Create FEDSACTUAL Nonreversng Journd

GL-019 Reversng GAAPACTUAL Journa with Reversad Option of End Next
GL-020 Create a GAAPACTUAL Non-reverang Journd

GL-054 Journa Using SpeedTypes

The new business processes are identified and understood...
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C. Concepts

Step 1 Read and discuss the following main underlying concepts for journa entry:

Journal Entry- the means by which transactions are posted to the General Ledger.
Journa entries can update the General Ledger from various sources:

Manual Entries - Journal entries that are entered directly into the Genera
Ledger module. These entries bypass the subsidiary modules and should be taken
into consideration when balancing to the respective modules. Manual journa
entries will have a source of MAN. Journds interfaced to the General Ledger
Module through the Excel Upload process are considered manud journas and
will aso have a source of MAN. The Tria Baance report will list each Journal
ID for manua journals.

System Entries - Journa entries that update the General Ledger from the
Subsidiary modules. Detail data from the modulesis summarized and journa
generated to the General Ledger. Thejournal ID is a system assigned number
which begins with the module from which the detail data was entered. System
generated journa entries will have a source reflective of the originating module (i
e., AP for Accounts Payable journals; PO for Purchasing journas, etc).

Interfaced Entries- Journal entries that update the General Ledger from an
outside Phoenix accounting systems. The journa entry isloaded into a
specificaly designed interface programmed to update the Phoenix Generd
Ledger. Journd entries that update the Genera Ledger through an interface will
have a source of INT on the Trial Balance.

Journal Entry Panel Groups

Journal Entry: Journals entered under this method will update only the Ledger specified
by the user.

Journal Entry Base Currency: Journals entered under this panel group will update all
ledgersin the ledger group. If the Actuals Ledger group is selected, the Auto-Gen box
will be checked and you will not be alowed to select aledger. The datawill update dl
ledgers established for the Business Unit.

Once a Journa Entry Panel Group is selected, you are ready to begin detailed journal
entry. This process begins with assigning a Journal ID and Journal Date. These two
keys are the unique identifying fields on the journd.

Expected | Anunderganding of the underlying concepts of Journas.
Results:
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D. Exercises

APRIL 2003

Activity Materials

| || B

PRACTICE GUIDE

o

FNTRAIN

Exercise 1 - Creating a Journal Entry (Base Currency Pane Group)
Exercise2 - Creatingareversngjournal

Exercise 3- Creating and maintaining SpeedTypes

Exercise4 - Creating ajournal usng SpeedTypes
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Exercise 1 — Creating a Journal Entry (Base Currency Panel Group)

Scenario:  Inthisexercise, we create ajournd entry in the base currency pand group. We will
navigate thru and discuss the journd entry pands and datafields. Also, you will learn
dternate navigation and data entry tips.

Step 1 Toggle to or logon to PeopleSoft.
Expected | The PeopleSoft window displays.
Results:
Step 2 Sdect: Go = Process Financia Information =» Process Journas
Expected | The Process Journa window displays.
Results:
Step 3 Use = Journd Entry — Base Currency =» Journa Entry Header = Add
When navigating to the Journal Entry panel, you will have two action options:
Add
Update|Display
The Add action option enables you to add anew journal. This action will insert new rows
of information into the database. Click the Add option. A diaog box will be displayed.
Expected | The Journa Entry Header pand displays.
Results:
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Exercise 1 (continued)

Step 4 Read and discussthe fieldsrequired to begin theinitial journal entry process.

Once a Journal Entry Pand Group is selected, you are ready to begin detailed journa
entry. This process begins with assigning a Journa 1D and Journa Date. These two
keys are the unique identifying fields on the journd. Thisidentifying information will be
entered in the dialog box displayed at the beginning of the journa entry process.

Add -- Journal Entry - Base Curre

X
Business Unit: 4l]l]l]l] ﬂ
GL Journal ID: INEXT Cancel |
Journal D ate: |[|1 17,2003 ﬂ

Business Unit: Enter your entity’s five character number here (agency number and two
zeroes). The down arrow beside the Business Unit will display alist of valid Business
Units.

GL Journal ID: Thisvauewill default to “NEXT”. If “NEXT" isleft here the system
will assign the next available journal number statewide. 1t isrecommended that you
formulate an internal numbering system that will be meaningful to you. Overlay
“NEXT" with your agency defined Journal 1D number.

Journal Date: Thisvaue will default to current date. This date signifies the accounting
period. The journa will post to the period corresponding to the date. The down arrow
beside the Journa Date will display a calendar so that you can select a date for your
journd.

When entering ajournd al three fields are required. The combination of the journa 1D
and date is the key which makes each journal unique. Therefore, you can have the same
journa 1D multiple times as long as the dates are different. Thisis true throughout
Generd Ledger. For example, of the three journas listed below only journas 1 and 2
would successfully post in Generd Ledger. Journal three would error as a duplicate.

The Journal 1D and Date must be unique in order for the Journal to update the General
Ledger.

1. 420lv1 10/01/2001 Correct
2. 4200v1 10/21/2001 Correct
3. 420v1 10/01/2001 Incorrect

Expected | Underganding of Journd ID and Journd date
Results:
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Exercise 1 (continued)

Step 5 Enter the following:

Business Unit: 42000

Journd ID: TRNO4AXX (XX isthe number you are assgned )
Journa Date: Current Date

Click: OK

Expected | Journd ID and Date assigned.
Results:
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Exercise 1 (continued)

Step 6

Expected
Results:

Read and discussthefieldsrequired on the Header Pandl.

The header contains the information that uniquely identifiesthejournal. It aso contains options
for creating adjusting and reversing entries.

Business Unit, Journal ID and Journal Date: These values were assigned on the
previous pand and will default to the header pandl. These fidlds identify the journal.
Once these field values have been assigned and saved, they cannot be changed.

Source: The source identifies the origin or entity responsible for the journa entries. A
source can be a person, a group of pegple, or another system, such as, the Accounts
Payable, Accounts Receivable, or Labor Modules. The available options can be selected
from the drop-down list. Journals that you enter directly into the General Ledger Module
will have a source of “M AN” — indicating a manual journal entered online.

Ledger Group: There are three ledger groups: ACTUALS, GFAAG and GLTDAG.
For most journa entriesthe ACTUAL S ledger group will be used. Posting journals to the
GFAAG and GLTDAG will be discussed in Advanced General Ledger Training.

Auto-Gen: Auto-Gen box will be automatically checked when the ACTUALS ledger
group is selected. It will be grayed out to prevent the user from unchecking. There are
three ledgersin the ACTUALS LEDGER GROUP--ACTUALS, GAAPACTUALS and
FEDSACTUALS. When the Auto-Gen checkbox is turned on, manua and interfaced
entries will update all three ledgers.

Reference No: Thisfield will reference each journa to a document, person, invoice,
date or any other piece of information that will be helpful to you when you need to track
the source of the transaction.

Transaction Type: Thisfield isusudly left blank. It can be used to create
encumbrance and pre-encumbrance transactions directly in General Ledger.

Long Descr: Thisfield dlows for the entry of a brief description for the purpose of the
journd.

An understanding of the Journad Header pandl
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Exercise 1 (continued)

Step 6
(cont.)

Expected
Results:

Accounting Period: The Fiscal Year and the Accounting Period is derived from the
information entered in the Journal Date field on the “Add—Journal Entry” diaog box.
The Adjusting Entry box will be used at fiscal year end after the June month end close. If
this box is checked, the Accounting Period will default to “998” .

Reversal: Thisoption isused to identify journas that you want to be automatically
reversed. The system will generate areversing entry at the time this entry is posted. To
choose the date of the reversing entry, select the appropriate Reversal option.

Reversal
| None

" Begin Mext
" End Mext

" On Date Specified I

None Assumes no automatic reversal entry. Thisisthe default.
Begin Next Creates areversing entry dated the first day of the accounting period.
End Next Creates areversing entry dated the last day of the accounting period.
On Date Specified Allowsthe user to enter a specific date for the reversing entry.

An understanding of the Journad Header panel
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Exercise 1 (continued)

Step 7 Enter the following:
Ledger Group: ACTUALS
Journal Sourcee MAN
Reference Number:N/A
Transaction Type: N/A
Description: Recognize suppliesinventory used — monthly issuance
Reversd: (none)
Expected | The Journd Header pand displays.
Results:
Step 8 Compare your Journd Header pand with the one shown below:
Process Journals - Use - Journal Entry - Base Cumrency H=]
File Edit “iew Go Favorites Uze Process |nguire Beport Help
Bla(@x| w00 slel =] SE= 2o 27|
Header | Lines | Totals | Errar | Approvall
Unit: 42000 Date: 03/10/2001 Ledger Group: IACTUALS ﬂ v | Auto Gen
Journal: TRMO417 Ledgenl ﬂ Ref Ho: I
Source: IMAN | Manual JV Entries Tranzaction Type: I_ﬂ
bzggl: - IFleco-n_:jnize supplies irventory used - monthly issuance |j|
Fiscal Y;a;: o 2002 Schedule:
Accounting Period: 3 Occurnrence:
™ Adjusting Entry
-Reversal
* None
" Begin Next
" End Next
" On Date Specified I
[FNTRNT [Jourmal Entry Header |&dd i
Expected | If these dements do not match, review the steps and consult the Instructor.
Results:
. . Lines
Step 9 Click the Journd Lines panel tab |
Expected | TheLinespand disolays.
Results:
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Exercise 1 (continued)

Step 10

Expected

Journal Entry Lines Pandl

The Journal Entry Lines Panel is used to record the transactions making up the
journal—the debit and credit entries. The journa lines are entered and saved. Editing
and posting are done later in batch processing.

The first section contains the Journal Header information, which defaults from the Header
panel. No changes can be made to this section.

The second section displaysicons, which allows for the initiation of certain processes
from the Journa Entry Lines panel. When the pand isfirst displayed, these icons will be
grayed out. Once the journa lines have been entered and the journal is saved, the icons
that the users are allowed to use will become available. Theseicons that can be used
during the Journal Entry stage are discussed below.

Description of Icons Available to Users When Entering A
Jour nal

= E [ E P2 I IR 1 2

Print Copy Delete
Foreign
Journal

The Print Foreign Journal icon alows the user to print the journal. When the
icon is clicked, the journa will be down loaded to a crystal report. This report can be
printed at the user’s local printer.

The Copy icon dlows you to copy the transactions entered on one journa to a
new journal. The copy process can be used to correct header and line information.
When the icon is clicked, you will be prompted to enter the new header information. You
will aso be given the option of reversing the sign. On the new journa you may change or
correct ChartField values or money amount.

The Delete icon alows you to delete a journal not posted. Y ou cannot deletea
journal if any part of it has passed budget checking.

An undergtanding of Journd entry Lines pandl.
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Step 10

Results:

Journal Entry Lines Pand

The Journal Entry Lines Panel is used to record the transactions making up the
journal—the debit and credit entries. The journa lines are entered and saved. Editing
and posting are done later in batch processing.

The first section contains the Journal Header information, which defaults from the Header
panel. No changes can be made to this section.

The second section displays icons, which alows for the initiation of certain processes
from the Journa Entry Lines pand. When the panel isfirst displayed, these icons will be
grayed out. Once the journa lines have been entered and the journal is saved, the icons
that the users are allowed to use will become available. Theseicons that can be used
during the Journa Entry stage are discussed below.

Description of Icons Available to Users When Entering A
Journal

== [E = P I IR T 2

Print Copy Delete
Foreign
Journal

The Print Foreign Journal icon alows the user to print the journal. When the
icon is clicked, the journa will be down loaded to a crystal report. This report can be
printed at the user’s local printer.

The Copy icon dlows you to copy the transactions entered on one journa to a
new journa. The copy process can be used to correct header and line information.
When the icon is clicked, you will be prompted to enter the new header information. You
will aso be given the option of reversing the sign. On the new journa you may change or
correct ChartField values or money amount.

The Delete icon dlows you to delete a journal not posted. Y ou cannot delete a
journal if any part of it has passed budget checking.

PHOENIX — STATE OF GEORGIA SECTION 2: ENTERING JOURNALS  2-15
PROPRIETARY AND CONFIDENTIAL




APRIL 2003

Exercise 1 (continued)

PARTICIPANT GUIDE

Step 11 Journal LinesFields
Linel
| Line I| Ledger ‘Unil ‘Accuunl |Fund |Drg ‘Pruglam |Suh-l:ls |B‘r ‘PrilErt |.MFI |I|HFI‘
This field represents the number for the line being entered. Even
Line # though the Journal Entry Lines panel only displays two (2) journal
lines, you can enter numerous journal lines on each journal.
Led The Ledger to which the transaction will post. This is defaulted
edger based on the information on the Header.
Unit The Business Unit for the entry is entered in this field. This field will
default to the value entered on the header panel.
Account
o Fu_nd i Chartfield values populates these fields. You may enter the
rFE]anlza lon appropriate value in the field or with your cursor in the field, double
Srggrég click to display a list of available values to select. You can also
) display the list of values by using the SHIFT F4 key.
Budget Year pay y 9 y
Project/Grant
Affiliate Not used
This field is grayed out on the Journal Entry Line panel because the
value cannot be changed.
N/R N  This is the default. Normal sign of the monetary amount of this
transaction.
R Reverse sign of the monetary amount of the transaction. R
will appear for accrual reversals and unposted journals.
Expected | Anunderganding of Journd entry Lines pand.
Results:
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Exercise 1 (continued)

Step 12 Journal LinesFields

Line2

| Amount |Flate Tgpe| Rate | Base Amount | Ref | Stat |Stal Amt | Uom |

Thisis the amount field for the journa line. Debit amounts are entered
without asign. Credit amounts are entered with aminus (-) Sgnin
front of the amount. For example, a debit of $50.00 may be entered as
50, whereas the credit may be entered as -50. The system will format

Amount the amount with decimals and commeas. If you have amounts with
cents, you must enter the decimal.

For example, adebit of $1,050.25 will be entered as 1050.25 and the
credit will be entered as-1050.25. The system will format the comma
but you must enter the decimal.

Ref If the account entered isin the travel (640XXX) or per diem (651X XX)
range, this field must be populated with a valid vendor number.
Populating this field will cause this transaction to be reflected on the
Travel and Per Diem report which is submitted to the Department of
Audits. If the journa entered has summary totals which pertain to
multiple vendors, you may enter ten 9sin thisfield. Thisis a default
vendor number established for this purpose. Be advised the 9s will
show on the reports and you will have to provide detail by vendor to the
Auditors.

Rate Type
Base
Amount These fidlds are |eft blank.
Stat
Stat Amount
UOM

Line3

Line Descr Budget Checking Line Status Journal Line Status

The Line Description field displays the description defined for
Line Descr the "Account"” chartfield value. The field will be populated by
the system once the account is entered.

Budget Checking Line | These fields will not be populated during the Journal Entry
Status process. The system will assign the appropriate status once
Journal Line Status | the journal has completed the edit and budget checking during
the overnight batch process.

Expected | Anunderganding of Journa entry lines pandl
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Step 12

Results:

Journal LinesFidds

Line2
| Amount | Rate Tgpe| Rate | Base Amount | Ref | Stat | Stat Amt | UomM |
Thisis the amount field for the journa line. Debit amounts are entered
without asign. Credit amounts are entered with aminus (-) Signin
front of the amount. For example, a debit of $50.00 may be entered as
50, whereas the credit may be entered as -50. The system will format
Amount the amount with decimals and commeas. If you have amounts with
cents, you must enter the decimal.
For example, adebit of $1,050.25 will be entered as 1050.25 and the
credit will be entered as-1050.25. The system will format the comma
but you must enter the decimal.
Ref If the account entered isin the travel (640X XX) or per diem (651XXX)
range, this field must be populated with a valid vendor number.
Populating this field will cause this transaction to be reflected on the
Travel and Per Diem report which is submitted to the Department of
Audits. If the journal entered has summary totals which pertain to
multiple vendors, you may enter ten 9sin thisfield. Thisis adefault
vendor number established for this purpose. Be advised the 9s will
show on the reports and you will have to provide detail by vendor to the
Auditors.
Rate Type
Base
Amount These fields are |eft blank.
Stat
Stat Amount
UOM
Line3
Line Descr Budget Checking Line Status Journal Line Status
The Line Description field displays the description defined for
Line Descr the "Account"” chartfield value. The field will be populated by

the system once the account is entered.

Budget Checking Line | These fields will not be populated during the Journal Entry
Status
Journal Line Status the journal has completed the edit and budget checking during

process. The system will assign the appropriate status once

the overnight batch process.
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Exercise 1 (continued)

Step 13 Journal LinesFields

Bottom of pand

Unit: 46000 H Lines || 0.00 DR ” 0.00 CR || Status: | || BCM Status: N|

These fidds will be automaticaly populated by the system during Journd entry.

Unit Records the Business Unit for which the journal is being entered.
Lines Records the number of lines entered on the journal.

DR Records the total debit amount for the lines entered.

CR Records the total credit amount for the lines entered

The system will assign the appropriate status once the journal has completed the edit
and budget checking process during the overnight batch run.

Status Represents the Edit status of the Journal.

BCM Status | Represents the Budget status of the Journal.

The Status codes and definitions are listed below:

Journal entry has been edited and

E Journal Has Errors cannot be posted due to errors.
Generally, these are chartfield errors.

N No status - Needs to be Journal entry has not been edited and

Edited therefore did not post.

P Posted to Ledger (s) Journal entry has been posted.
Journal entry has previously been

U Unposted posted and then unposted.

\Y Valid Journal. Edits complete t]ournal entry has passed editing and
is ready to be marked to post.

Expected | Anoverdl undersanding of the datafields on ajournd entry.
Results:
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Step 14

Account: 101020
Fund: Al
Organization: 4203100230
Program: 01
Sub-Class: 301

Budget Y ear: 2002
Project/Grant: 01

Amount: 650.00

Expected
Results:

Datais entered correctly.

Enter the firgt line from the Regular Journd form:

Step 15

Compare your Journd Line pand with the one shown below:

Expected
Results:

Process Journals - Use - Journal Entry - Base Cumency [_ (O] <]
File Edit “iew Go Favortes Use Process |nguie Bepoit  Help
glel@x| wlaln| slel == a8l @] =]
Header Lines |Tntals| Error I Appmvall
Unit: 42000 Date: 03/10/2007 Ledger Group: ACTUALS ¥ | Auto Gen
Journal: TRMO417 Ledger: Source: AN Ref Mo:
E‘% %Iml |x|:| ll]|¥|z| = Esrors: Ol |
Line || Ledger |Unil |Accounl |Fund |Dlg ‘Plognm |Sub-CIs |BY |F'lifGll |.MH |Nrn |
Amount |Ha(e Tgpe| Rate Base Amount | Ref | Stat |S(a( Amt | uomM
Line Deser | Budget Checking Line Status | Journal Line Status
1 [acTuais [0 [otezo [at #z0310/| [T [301 [2002" [o1 | [n]
|usn | 5000 ||
|cash OF NationsBank 1 Iot Budget Checked SpeedType IE
-
Unit: 42000 |! 1 Lines || £50.00 DR || 000 CR ‘ Status: N" BCM Status: N| i’
|[FNTRN7 [Journal Entry Lines [&dd v

If these elements do not match, review the steps and consult the Instructor.
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Exercise 1 (continued)

Step 16

Add anew journd line by pressing F7 or by using the Insert-Row icon ﬂ‘

Expected | A new journd line displays
Results:

Step 17 Enter the next line from the Regular Journd form:

Account: 150001 <TAB>

Thefidd vaues from the previous line will be automaticaly copied. The system will try
to balance the outstanding amount of the journd by providing the offsetting
autometicaly.

Amount; - 650.00

Expected | Dataisentered correctly.
Results:
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Step 18 Compare your Journa Line pand with the one shown below:

Procesgs Journalg - Use - Journal Entry - Bage Cumrency Hi=E
File Edt “iew Go Fawvortes Use Process |nguire Report Help
alelex| Ao slel == s @] #elsl |
Header Lines ITotaIsl Error I Applovall
Unit: 42000 Date: 091042001 Ledger Group: ACTUALS ¥ Auto Gen
Journal: TRMO417 Ledger: Ref Ho:
‘ l@lml@l %Iml Bil 10 |¥Iz| I=| Errors Dnly |
Line I| Ledger | Unit | Account | Fund | Org | Program | Sub-Cls | BY | PrijlGrt | AfH | NIR ;I
Amount |Flate Tgpe| Rate | Base Amount | Stat |Stat Amt | UM
Line Descr | Budget Checking Line Status Journal Line Status

uso I 65000

ICash OF NationsBank 1 Mot Budget Checked

1 [acToacs | [0 [101020 A |#z0z10 | [ [o1 | In]

SpeedType IE

[Uso [ ese0

ISuppIies & Materials Invent Mot Budget Checked

¢ [acTuais I [150001 | [ad | #2030 [ [o1 | [n]
—

SpeedType -

| Unit: 42000 || 2 Lines || E50.00 DR ||

Z|
650.00 CR || Status: M || BCM Status: N| ﬂ
%

[FNTRN? |Joumal Entry Lines |&dd

Expected | If these dements do not match, review the steps and consult the Ingtructor.

Results:

Step 19 CIickEl to save.

Expected | The new journd information is saved.
Results:

Step 20

Click [ 28l to cancel.

Expected | The Process Journaswindow is displayed.

Results:

Exercise completed.
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Exercise 2 — Creating a Reversing Jour nal

Scenario:  Anagency has afedera grant that ends on September 30™. In order to be reimbursed
for expenses incurred during the grant period, expenses must be reflected on the
September end reports. Because temporary employees are paid on alag cycle, part
time employees who worked September 16™ thru 30™ will not receive payment for those
hours until October 16™. The month of September is till open and the salary accrua
should be entered and reversed at the beginning of October. (Note: Thereversing
entry option should not be selected when you ar e accruing expenses at fiscal
year end)
Step 1 Toggle to or logon to PeopleSoft.
Expected | The PeopleSoft window displays.
Results:
Step 2 Sdlect: Go = Process Financia Information =» Process Journal =»
Expected | A didog box displays.
Results:
Step 3 Use = Journd Entry — Base Currency =» Journa Entry Header = Add
Accessthe Journa Entry — Base Currency panel.
Expected | A didog box displays.
Results:
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Exercise 2 (continued)

Step 4 Enter the following information from the Regular Journd form:
Business Unit: 42000
Journd ID:  TRNOBXX (XX isthe number you are assgned)
Journd Date: Current Date
Click: OK
Expected | The Journd Header pand displays.
Results:
Step 5 Enter the following Journd Header information:
Journd Sourcee MAN
Ledger Group: ACTUALS
Reference Number: Optional
Transaction Type: Blank
Description: Record the end of month payroll for employees
wor king the end of September.
Reversd: Begin Next
Expected | Dataisentered correctly.
Results:
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Exercise 2 (continued)

APRIL 2003

Step 6 Compare your Journal Header panel with the one shown below:
Process Journals - Use - Journal Entry - Base Currency [_ O] =]
File Edit “iew Go Favoites Use Process |nguie HRepoit  Help
glel8x| BluE] ele o] SE] 2kl el |
Header |Lines | Tatals | Errar | Approvall
Unit: 42000 Date: 1041072001 Ledger Group: IACTUALS ﬂ ¥ | Auto Gen
Journal: TRMOE1E Ledger: j Ref No: I
Source: |[MAN  #| i oy Entiies Transaction Type: I_j
:5‘;:?": - IHeco-rd the end of manth payroll far employees warking the end of September Iﬂ
Fiscal Ye:;: "“"" 2002 Schedule:
Accounting Period: 4 Occurrence:
™ Adjusting Entry
' None
 Beain Next
" End Next
" On Date Specified
|[FNTRNT |Journal Entry Header |&dd v
Reversd Options.
None assumes no automatic reversd entry. Thisisthe default
Begin Next creates areversng entry dated the first day of the accounting period.
End Next creates areversng entry dated the last day of the accounting period.
On Date Specified alows the user to enter a specific date for the reversing entry.
Expected | If these dements do not maich, review the steps and consult the Instructor.
Results:
. . Lires
Step 7 Click the Journd Lines pand tab |
Expected | TheLinespand displays.
Results:
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Exercise 2 (continued)

Step 8 Enter the following journd information for Line 1:
Account: 510001
Fund: Al
Organization: 4203100203
Program: 01
Sub-Class. 300
Budget Y ear: 2002
Project/Grant: 16106
Amount: 1000
Expected | Datais entered correctly.
Results:
Step 9 Compare your Journa Lines pand with the one shown below:
Process Journals - Use - Journal Entiy - Base Currency A= E
File Edit ‘“iew Go Favorites Usze Process |nquire Heport Help
gle(gx| 200 slel =] gE@| 2lelo] #e[7]]
Header Lines | Totals I Error I Approvall
Unit: 42000 Date: 10042001 Ledger Group: &CTLALS ¥ | Buto Ten
Journal: TRMOETE Ledger: Source: Man Ref Ho:
| I@Iml@l %Iml |z|:| 1l]|¥|z| = Errors Onlp |
i Line l| Ledger | Unit | Account | Fund | Org | Program | Sub-Cls | BY | PrjlGrt | AFF | NIR ;I
Amount |Flale Type Rate | Base Amount | Ref | Stat |Slal Amt | uomM
Line Descr | Budget Checking Line Status | Journal Line Status
1 [acTuais [EZI0 [s10001 | [A1 | #z0310/ [ [300 [2002 [16108 [ [N
IFIegulal Salaries Mot Budget Checked SpeedType I
! Unit: 42000 ! 1 Lines |! 0.00 DR |! 0.00 CR |! Status: N“ BCM Status: N| i’
' * [FNTRNT  WewmalEny Lines ~ [pdd 7

Expected | If these dements do not maich, review the steps and consult the Instructor.
Results:
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Exercise 2 (continued)

Step 10

Add anew journd line by pressng F7 or usng the Insert-Row ﬂl icon.

Expected | A new journd line disolays.
Results:

Step 11 Enter the next journd lineinformation for Line 2:

Account: 514001
Amount:  124.00

Expected | Dataisentered correctly.
Results:

Step 12

Add anew journd line by pressing F7 or using the Insert-Row ﬂl icon.

Expected | A new journd line displays.
Results:

Step 13 Enter the next journd line information for Line 3:

Account: 516001
Amount: 125.00

Expected | Dataisentered correctly.
Results:
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Exercise 2 (continued)

Step 14

Add anew journd line by pressng F7 or usng the Insert-Row ﬂl icon.

Expected | A new journd line disolays.
Results:

Step 15 Enter the next journd lineinformation for Line 4:

Account; 515001
Amount; 156.80

Expected | Dataisentered correctly.
Results:

Step 16

Add anew journd line by pressng F7 or usng the Insert-Row ﬂl icon.

Expected | A new journd line displays. Y ou will now enter the offsetting entries.
Results:
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Exercise 2 (continued)

Step 17 Enter the next journd line information for Line 5:

Account: 214001
Amount; -1000.00

Expected | Dataisentered correctly.
Results:

Step 18

Add anew journd line by pressng F7 or using the Insert-Row ﬂl icon.

Expected | A new journd line displays.
Results:

Step 19 Enter the next journd line information for Line 6:

Account: 215530
Amount: -405.80

Expected | Dataisentered correctly.
Results:

Step 20 Review thetotd line on the Lines pand.

Expected | Debits should equa credits.
Results:

PHOENIX — STATE OF GEORGIA SECTION 2: ENTERING JOURNALS 2-29
PROPRIETARY AND CONFIDENTIAL



APRIL 2003

Exercise 2 (continued)

PARTICIPANT GUIDE

Step 21

Expected
Results:

Compare your Journd Lines pand with the one shown below:

Process Journals - Use - Journal Entry - Base Currency M=l E3
File Edit “iew Go Favorites Use Process |nguire Feport Help
gle@x| miaE elel Bo] Sl=] @lel] v lslz]
Header Lines |T0tals| Errar IApprovaII
Unit: 42000 Date: 101042001 Ledger Group: ACTUALS || Auto Gen
Journal: TRMOE1E Ledger: Source: bAAMN Ref Ho:
r:]% %IEI |x|£| 1I]|¥Iz| =} Errors Only |
Line l| Ledger | Unit | Account | Fund | Org | Program | Sub-Cls | BY | PrilGrt | AFFA | NIR ;I
Amount |Flale Tgpe| Rate | Base Amount | Ref | Stat |Slal Amt | uomM
Line Descr | Budget Checking Line Status | Journal Line Status
5 [actuais [T [z1e001 | [a1 |#z0310°| [ [soo [z002  [16108 | Jn]

uso I -1,000.00

IAccmed Paygroll-Salaries Pay

.

SpeedType -

Mot Budget Checked
8 [actuas [0 [215530 [ma

120010 | T
IUSD I -405_80
Employer's Share-Phoeniz Syst [V Budget Checked

|300

|2002  [16108

.

[ In]
SpeedType - -

42000 || E Lines || 1.405.20 DR || 140580 CR || Status:

| Unit:

N" BCM Status: N| i’

[FHTRNT [Joumal Entry Lines |&dd

4

If these elements do not match, review the steps and consult the Instructor.

Step 22

Expected
Results:

Click the Journal Totals pandl tab T2 |

The Totas pand displays.

Step 23

Expected
Results:

Compare the control totals with the journd lines totals entered during the exercise.

The control totds match the line totals.
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Exercise 2 (continued)

Step 24 Compare your Tota pand with the one shown below:
Proceszs Journals - Use - Joumnal Entry - Baze Cumrency Hi=l E3
File Edit “iew Go Favoites Use Process [nguire Bepot Help
Blel@x| mleE| slel s 8| 2lol] *le[2]|
Headerl Lines  Totals IEnor I Approvall
Unit: 42000 Date: 1041042001 Ledger Group: ACTUALS ¥ Auto Gen
Journal: TRMOE1E Ledger: Source: tAN Ref Ho:
Unit: |42|]|]|] ﬂ Fund Code: IA'I ﬂ Program Code: |01 ﬂ Ledgel:IACTUALS ﬂ ;I
-Control Totals rActual Totals——— (Differences
[0S0~ | Debits: | 1,405.80
Credits: | 1.405.80
Met Amount: 0.an
Units: | 0.00
Lines: I E j
[FNTRN? [Journal Entry Tatals |dd i
Expected | The panel matches. Proceed to the next step.
Results: If these elements do not match, review the steps and consult the Instructor.
Step 25 click Bl 1o save
Expected | The new journd information is saved.
Results:
Sep26 | grick [ ¥l to cancel.
Expected | The Process Journals window is displayed.
Results:
Exercise completed.
PHOENIX — STATE OF GEORGIA SECTION 2: ENTERING JOURNALS  2-31

PROPRIETARY AND CONFIDENTIAL



APRIL 2003

PARTICIPANT GUIDE

Exercise 3 — Creating and Maintaining SpeedTypes

Scenario:  Severd of thejournasthat your agency enters on aregular basis use the same
ChartField combinations. The use of Speed Types would reduce data entry errors and
eliminate redundant dataentry. Your goa isto set up a Speed Type.

Step 1 Toggle or logon to PeopleSoft.
Expected | The PeopleSoft window displays.
Results:
Step 2 Sdlect: Go = Define Busness Rule = Design ChartFelds =
Expected | A didog box displays.
Results:
Step 3 Use = SpeedTypes = Add
Expected | A didog box displays.
Results:
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Exercise 3 (continued)

Step 4 Enter the following scenario informetion:
Set ID: 42000
SpeedTypeKey: POSTAGEXX (XX isthe number assgned to you)
Operator ID: Optional
Operator Class:  Optional
Click: OK

Expected | The SpeedType pane displays.
Results:

Step 5 Enter the following scenario information:

SpeedType Key: Postage Expense
Type of SpeedType:  Universal

Operator ID: N/A
Class. N/A
Account: 614181
Fund: Al
Organization Code: 4203100203
Program: 01
Sub-class: 301
Budget Y ear: 2002
Project/Grant: 10208
Currency: uSD

Expected Datais entered correctly.
Results:
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Exercise 3 (continued)

Step 6 Compare your SpeedType pand with the one shown below:

Design ChartFields - Use - SpeedTypes M=l E3
File Edit “iew Go Favoites Use Inguie Beport Help

alel@x| miEE EE 5o S=] @lel] e lvlz]]

SpeedTypes |
SetlD: 42000
SpeedType Key: POSTAGE>x IPDslage Expense

Type of SpeedType
IUnivelsal [All Dperators) LI Operator: l—ﬂ
Class: I ﬂ

Acct: [614181  +| StMODDASMechFesalePos  BY:  [2001  #| BudgetYear 2001
Fund: [T +| GeneralFund Pri/Gr: [10208  +| AGRICULTURE CONSERVAT
Oig:  [IELIES +| FORESTRY EMP COMP Cur:  [USD  +| USDolar
Prog: [01  +| STATEFUNDS stat. | 4]
Sub-Cls: I:il:l'l—ﬂ Fiegular Operating Expenses

[FHTRNT |SpeedTypes |&dd 4

Expected | Proceed to the next step. |If these dements do not match, review the steps and consult
Results: the Instructor.

Step 7 cick Bl 10 sve.

Expected | The new SpeedType information is saved.
Results:

Step 8

Click [ 28] to cancel.

Expected | The Desgn ChartFields pand is displayed.
Results:
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Exercise 3 (continued)

APRIL 2003

Step 9 Click i to add anew SpeedType.
Expected | The Add - SpeedType didog box is displayed.
Results:
Step 10 Enter the following scenario information:
Set ID: 42000
SpeedType Key: PAPERXX (XX isthe number assigned to you)
Operator ID: Optional
Operator Class:  Optional
Click: OK
Expected | The SpeedType pane displays.
Results:
Step 11 Enter the following scenario information:
SpeedType Key: Recycled Paper Expense
Typeof SpeedType:  Universal
Operator ID: Optional
Class. Optional
Account: 614007
Fund: Al
Organization Code: 4203100203
Program: 01
Sub-class 301
Budget Year: 2002
Project/Grant: 10208
Currency:. uSb
Expected Datais entered correctly.
Results:
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Step 12 Compare your SpeedType pane with the one shown below:
Design ChartFields - Use - SpeedTypes M=l E3
File Edit “iew Go Favorites Use Process |nguire Feport Help
alel@x| miEE EE 5o S=] @lel] e lvlz]]
SpeedTypes |
SetlD: 42000
SpeedType Key: FPAPER» IHec_ched Paper Expense
Type of SpeedType
IUnivelsal [All Dperators) LI Operator: I ﬂ
Class: I ﬂ
Acct: |B1 4007 ﬂ StM-Recycled Paper Product: BY: |2l]l]1 ﬂ Budget Year 2001
Fund: |A1 ﬂ Appropriation A-General Fund Pri/Grt: I1I]2l]8 ﬂ AGRICULTURE CONSERMAT
Oig:  [IELIES +| FORESTRY EMP COMP cur:  [USD[ s
Prog: |01 +| sTATE FUNDS stat: | B
Sub-Cls: |3l]1 ﬂ Fiegular Operating Expenses
|SpeedTypes |&dd 4
Expected | Proceed to the next step. If these dements do not match, review the steps and consult
Results: the Ingtructor.
Step 13 .
P Click El to save.
Expected | The new SpeedType information is saved.
Results:
Step 14| grick [ to cancel.
Expected | The Desgn ChartFields pand is displayed.
Results:
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Exercise 3 (continued)

APRIL 2003

Step 15 Click i 0 add anew SpeedType.
Expected | The Add - SpeedType didog box is displayed.
Results:
Step 16 Enter the following scenario information:
Set ID: 42000
SpeedType Key: INVNTRYXX (XX isthe number assigned to you )
Operator ID: Optional
Operator Class:  Optional
Click: OK
Expected | The SpeedType pane displays.
Results:
Step 17 Enter the following scenario information:
SpeedType Key: Inventory Assets
Typeof SpeedType:  Universal
Operator ID: Optional
Class Optional
Account: 150001
Fund: Al
Organization Code: 4203100203
Program: 01
Sub-class Optional
Budget Year: 2002
Project/Grant: 10208
Currency:. uSb
Expected Datais entered correctly.
Results:
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Step 18 Compare your SpeedType panel with the one shown below:
Design ChartFields - Use - SpeedTypes M= E3
File Edit “iew Go Favorites Uze Process |nguire HBeport Help
gl#|®x| wlalE] EE| m=] S5 2 el +|«|¢+|g|\
SpeedTypes |
SetlD: 42000
SpeedType Key: IMYRTRY S Ilnventoly Assets
Type of SpeedType
IUnivelsal [All Dperators) ;I DOperator: I ﬂ
Class: I ﬂ
Acct:  [150001 | +| Supplies & Materils Invent BY:  [2001 |+ Budgetear 2001
Fund: |A1 j Appropriation &-General Fund Pri/Grt: I1l]2l]8 ﬂ AGRICULTURE CONSERWAT
Oig:  [EZEILIE +| FORESTRY BMP COMP Cur:  [USD +| USDollar
Prog: |01 #| STATE FUNDS stat | K
Sub-Cls: | s
[ |SpeedTypes |&dd 4
Expected | Proceed to the next step. If these dements do not match, review the steps and consult
Results: the Ingtructor.
Step 19 .
P Click El to save.
Expected | The new SpeedType information is saved.
Results:
Sep20 | gjigk [ K] to cancel
Expected | The Desgn ChartFields pand is displayed.
Results:
Exercise completed.
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Exercise 4 — Creating a Journal Using SpeedTypes

APRIL 2003

Scenario:  Your agency enters ajourna every month to recognize cost of goods sold and to reduce
inventory. The chartfields used in the journa are the same each time the journd is
entered. The use of Speed Types facilitates data entry of the journa. Record the
journal, using the Speed Types indicated.

Step 1 Toggle or logon to PeopleSoft.
Expected | The PeopleSoft window displays.
Results:
Step 2 Sdect: Go =» Process Financid Information =» Process Journals =
Expected | A didog box displays.
Results:
Step 3 Use = Journd Entry-Base Currency =» Journa Entry Header =» Add
Expected | A didog box displays.
Results:
Step 4 Enter the following:
Business Unit: 42000
Journd ID:  TRN15XX (XX isthe number assgned to you)
Journd Date: Current Date
Click: OK
Expected | The Journa Header pand displays.
Results:
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Exercise 4 (continued)

Step 5 Enter the following:
Journa Source: MAN
Ledger Group: ACTUALS
Reference Number: Optional
Transaction Type: N/A
Description: Recognize suppliesinventory used — monthly issuance
Reversd: (none)

Expected | Datais entered correctly.
Results:

Step 6 Compare your Journd Header pand with the one shown below:

Process Journals - Use - Joumnal Entry - Base Cumrency [_[Ofx]
File Edit ew Go Favoites Use Process |nguire Beport Help

Blel@ix| o= slel g S5 2lEE] #elsl]]

Header I Lines I Tatals I Error I Approvall

Unit: 42000 Date:  03/12/2001 Ledger Group: IAETUN-S ﬂ [ Auto Gen
Journal: TRM1517 Ledger: I ﬂ Ref No: I
Source: IHAN *| Manual ¥ Ertiiss Tranzaction Type: I ﬂ

Long IHecognize zupplies from inventory uged - monthly issuance E’
Descr:
-Accounting Period—— [Schedule

Fiscal Year: 002 Schedule:

Accounting Period: 3 Occurence:

[” Adjusting Entry

P 1
Heverzal

% Mone
" Begin Next
" End Mext

" Dn Date Specified I

|FNTRNT [dourmal Entry Header |dd 4

Expected | Proceed to the next step.
Results: If these dements do not match, review the steps and consult the Instructor.
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Exercise 4 (continued)

Step 7 Click the Journdl Lines panel tab |

Expected | TheJournd Lines pand displays.
Results:

Step8 | Click the SpeedType button _SeeedTsee |

Note: Click ﬂl first, then from dropdown, seledt correct Speedtype.

Expected | The SpeedType button changesto an entry field with drop-down arrow.
Results:

Step 9 Click the down-arrow to display the SpeedType list.

Expected | The SpeedType drop-down list box displays.
Results:

Step 10 Sdect the Postage Expense SpeedType you created by double clicking.

Expected | The correct SpeedTypeis selected.
Results:

Step 11 Enter the following:
Amount:  125.00

Expected | Dataisentered correctly.
Results:
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Step 12 Compare your Journd Lines pand with the one shown below:
Process Journals - Use - Journal Entry - Base Currency M=l E3
File Edit “iew Go Favorites Use Process |nguire Feport Help
gle@x| miaE elel 5(o] s @lel] v lslz]
Header Lines |T0tals| Errar IApprovaII
Unit: 42000 Date: 031372001 Ledger Group: ACTUALS || Auto Gen
Journal: TRM1S Ledger: Source: bAAMN Ref Ho:
m%@lﬂl |=I£I 1|]|¥I!I = Errors Unly |
Line l| Ledger | Unit | Account | Fund | Org | Program | Sub-Cls | BY | PrilGrt | AFFA | NIR ;I
Amount |Flale Tgpe| Rate | Base Amount | Ref | Stat |Slal Amt | uomM
Line Descr | Budget Checking Line Status | Journal Line Status
1 [acTuais |[EI [e1a181 | [a1 |#z0310°| [ [201 [z001 [10208 [ m]
v 125.00] — —
Mot Budget Checked SpeedType @
Unit: 42000 |! 1 Lines " 125,00 DR " 000 CR || Status: N" BCM Status: N| ﬂ
[ [Joumal Entry Lines |&dd 4
Expected | Proceed to the next step. |If these dements do not match, review the steps and consult
Results: the Ingtructor.
Step 13 Add anew journd line by pressng F7 or usng the add-line ﬂl icon.
Expected | A new journd line displays.
Results:
Step 14 | Click the SpeedType button _SeeedTsee |
Expected | The SpeedType button changes to an entry field with drop-down arrow.
Results:
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Exercise 4 (continued)

APRIL 2003

Step 15 Click the down-arrow to display the SpeedTypelis.
Expected The SpeedType drop-down list box displays.
Results:
Step 16 Sdlect the Recycle Paper Expense SpeedType you created by double clicking.
Expected | The correct SpeedType is selected.
Results:
Step 17 Enter the following:
Amount:  400.00
Expected | Datais entered correctly.
Results:
Step 18 Add anew journd line by pressing F7 or using the add-line ﬁl icon.
Expected | A new journd line disolays.
Results:
Step19 | Click the SpeedType button _SPeedtsee |
Expected | The SpeedType button changesto an entry fidld with drop-down arrow.
Results:
Step 20 Click the down-arrow to display the SpeedType list.
Expected The SpeedType drop-down list box displays.
Results:
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Exercise 4 (continued)

Step 21

Expected
Results:

Sdlect the Inventory Asset SpeedType you created by double clicking.

Select the correct SpeedType.

Step 22

Expected
Results:

Enter the following:
Amount:  -525.00

Datais entered correctly.

Step 23

Expected
Results:

Compare your Journa Lines pand with the one shown below:

Process Journals - Use - Joumnal Entiy - Base Currency M=l E
File Edt “iew Go Favortes Use Process Inguie Report Help
als(@x| 0] slel oE| SE] Zlol o] *lv[Zl]|
Header Lines |Tuta\s| Errar | Approval'
Unit: 42000 Date: 0341342001 Ledger Group: ACTUALS | Auto Gen
Journal: TRM15xx Ledger: Source: AN Ref No:
m@@lﬂl |=|,| 10 [F|=] E Eiors Ooiy |
Line #Ledger  |Unit |Account Fund  |0rg  |Program sub-cis [BY  |PritGe |am [nm| =]
Amount | Rate T]pel Rate | Base Amount | Ref | stat  [stacame | vom
Line Desor | Budget Checking Line Status ‘ Journal Line Status
2 [actuars [ETH [e14007 |[Aa {4203 10| 1] 301 |[z001 10208 | In]
usD [ 400,00
S&M-Recycled Paper Products | hiot Budget Checked SpeedType IE
3 [actuacs [EIT0 [1s0001 |[Aa 520310 [ [ [2001 [10208 | n]
|usn | 525.00 |
[Guppies & Mavertats Toremt | onBusgerCheckod speedte [1D] | =
| Unit: 42000 |! 3 Lines H 525,00 DR H 52500 CR H Status: NH BCM Status: N| i’
[ [Joumnal Entry Lines |Aadd A

Proceed to the next step. If these elements do not match, review the steps and consult
the Instructor.

Step 24

Expected
Results:

Click El to save.

The new journd information is saved.
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Exercise completed.
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E. Summary and Review

Activity Materials

WO ||| |

LECTURE GUIDE REVIEW

Answer the following questions

1. What should the sum of journd amounts be?

2. How mary journds does each header identify?

3. Must journds be edited before being posted to the ledger?

4. The Totds pand digplays the difference between two totds. What are they?

5. TheFund code is a combination of what two vaues?

Expected | Anunderstanding of the key concepts for Making Journd Entries
Results:
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Summary and Review (continued)

Step 2 Participate in areview activity.

Expected | Successful completion of the review activity.
Results:

Step 3 Objectives.

Define and understand the purpose of ajournd entry.
Understand Journa Entry Pandl Groups and use appropriately.
Understand Journa Entry Panels and data entry fields.

|dentify the types and sources of Journd entries.

> owbdhpE

Expected | Discusson of the objectives
Results:
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Entering Journals

’ Congratulations! 'Y ou have just completed the Entering Journals module. This module
contained the tools needed to present al the concepts and procedures involved in
entering journals.

Goal To acquire the skills and knowledge necessary to perform al the procedures identified
in the Making Journd Entries section of the online Library

Participant
Objectives  You should be ableto

1. Enter base currency journas
2. Enter gatigticd journds
3. Navigate through the online Library to locate dl other Making Journd Entries
procedures
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Copying, Correcting, and Deleting Journals

'. Welcome to the Copying, Correcting, and Deleting Journas section!  This section contains
the tools needed to learn the concepts and procedures involved in copying, correcting, and
deleting journds.

Goal To have the kills and knowledge necessary to perform the procedures identified in the
Making Journa Entries section of the online Library

Participant
Objectives At the end of this section you will be adle to:

1. Copy Journds
2. Correct journds
3. Ddetejournds

Prerequisites Completion of the following modules:

1. Understanding PeopleSoft Basics
2. Entering Modules

Outline Copying, Journals, Correcting Journalsin Error, and Deleting Jour nals
Introduction

Business Process

Concepts

Exercises

Summary and Review

Mmoo
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Section Contents

4

COPYING, CORRECTING, AND DELETING JOURNALS
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Exercise 1 — Copying aJournd using Menu NaVigation ...........ccceeererenenenesieeneesie e 6
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Copying Journals

A. Introduction

APRIL 2003

Activity Materials
N
LECTURE GUIDE LIBRARY

Expected
Results:

Goal: To obtain the skills and knowledge necessary to copy journasin Phoenix

Objectives:

1. Copy an exiging journd
using the process menu
using the copy icon
using the reverse sign option

2. Correct journd headers with the following errors.
Debits and credits not equal
Accounting period not open

3. Correct the journd linesin error
ChartFdd vauesinvdid
ChartField combination in error
Budget checking error

4. Dedeteajournd that has not been Budget Checked

The goals and objectives are introduced.
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B. Business Process

Activity Materials

Wl || EE | | e

LECTURE GUIDE HANDOUT

Discuss the rdevant business processes.
Business Process can be found on the web using the following path:

http://phoenix.gagta.com/

Financidg/Financials Business Processes/Generad Ledger Processes.

GL-013 Copy a Journd Using Menu Navigation
GL-014 Copy aJourna Using Copy Icon
GL-015 Copy Journd with Reverse Sign Option

Expected | The new business processes are identified and understood.
Results:
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C. Concepts

Activity Materials

LECTURE GUIDE LIBRARY

The main underlying concepts for Making Journd Entries are listed below:

ChartFieds
Journd Entry
Journa Entry Pand Groups

Expected | Anunderstanding of the main concepts involved in Making Journd Entries
Results:

The online Library reading assgnments for this topic include:

PHOENIX PROGRAM GENERAL LEDGER PROCESSES
Making Journal Entries
Data Entry Procedures
Journal Entry — Base Currency

PHOENIX PROGRAM GENERAL LEDGER PROCESSES
Making Journal Entries
Process Procedures
Journals, Copying

Expected | The Concepts section digplaysin the online Library.
Results:
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Concepts (continued)

Hasthe Journal Voucher Posted?

If Journa Voucher has not, you have the following options:

1. Correct

2. Deete dart over. Ddeteonly if none of the lines have passed BCM.
3. Copy, then ddete origind

Can ddeteif IV hasavdid edit, can not deleteif IV hasaBCM error

If Journd Voucher has posted, you have the following options:
1. Unpost

2. Copy with reverse Sgns

3. Copy again, change what needs to be changed

Expected | Anunderganding of the mgor concepts involved in Generd Ledger.
Results:
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D. Exercises

Activity Materials

| |[ea ][] £

PRACTICE GUIDE ENTRAIN LIBRARY

To prepare you to use PeopleSoft on the job effectively, three exercises have been
Created:

Exercise1- CopyingaJournd usng Menu Navigation

Exercise2- Copying aJournd with Reverse Signs Option

Exercise 3- Copying aJournd using the Copy Icon

Exercise4 - Correcting Out of Baance Journd Errors

Exercise5- Correcting “Accounting Period Not Open” Journa Error
Exercise 6 - Correcting Journdswith Budget Checking Errors
Exercise 7 - Dédeting aJourna that has not been Budget Checked
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Exercise 1 - Copying a Journal using Menu Navigation

Scenario:  An agency wantsto duplicate a set of exigting journd entries.  The entries to be duplicated
arein the TRNO4XX journd.

online Library: Journals, Copying

Step 1 Toggle to or logon to PeopleSoft.

Expected | The PeopleSoft window displays.

Results:

Step 2 Sdect: Go = Process Financid Information =» Process Journas

Expected | The Run Contral didog box displays.
Results:

Step 3 Select: Process = Copy Journal = Add

If you select the ADD and enter anew run control, the fields on the pand will be blank
when the pand isfirst displayed except the Business Unit, Journa date and Currency
effective date. Y ou will need to enter or sdect from the drop down list, the copy
journd 1D and journd date.

Expected | The Run Control didog box displays.
Results:

Step 4 Enter the following:
Run Control ID: COPYJV
Click OK

Expected | The Copy Journd panel displays.
Results:
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Exercise 1 (continued)

APRIL 2003

Step 5 Enter the following:
Copy Journal
Unit: 42000
Journd: TRNO4XX
(Thisisthe journd you created in exercise 1 section 2)
Journd Date: Current Date
New Jour nal
Unit: 42000
New Journd ID: TRN555XX
(XX isthe number you are assigned)
Journd Date: Current Date
Currency EffectiveDate: Current Date
Reverse Sgns. (not selected)

Expected | Dataisentered correctly.

Results:

Step 6 click Bl o sve

Expected | Thenew information is saved.

Results:
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Exercise 1 (continued)

PARTICIPANT GUIDE

Step 7 Compare your Copy Journad panel with the one shown below:
Process Journals - Process - Copy Journal M=l E3
File Edit Yiew Go Favoites Use Process Inguie Beport Help
ale/@x| mkaal == 5o S=] 2lel] v lvsl]
Copy Journal |
DOperator ID: FHIMNSO
Run Conbrol ID: ~ COPYJY Language:  [English =
Copy J | -Mew Journal
Unit: [+2000 ﬂ Unit: 42000
Journal: [TRND4 s New Journal ID: [TRNS5EXX
el et I—l]3.r"l]9.r"2l]l]1 ﬂ Journal Date: Il]3fl]9!2l]l]1
Currency Effective Date: Il]3fl]9!2l]l]1
™ Reverse Signs
|C0py Journal |Update.-"DispIay i
Note: The Journal date may vary based on the current system date.
Expected | If these dements do not match, review the steps and consult your Instructor.
Results:
Step 8 . .
P Click therunicon @ to run the copy process.
Expected | The Process Scheduler Request diadog box displays.
Results:
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Exercise 1 (continued)

Step 9 Enter or verify the following:

Run Location: Server radio button selected

Sarver: PSUNX

Output Dedtination: File

Run Recurrence: Once

Click: OK
Expected | The Run Location and Output Destination are specified.
Results:

Review the journal that was created during the copy process.

Step 10 Use = Journa Entry — Base Currency =» Journa Entry Header = Update/Display

Expected | A didog box is displayed.
Results:

Step 11 Enter the following information:
Bugness Unit: 42000
GL Journd ID: TRNS55XX
(where XX isthe number assigned to you for this class)
Journd Déate: Current Date
Update/Display -- Journal Entry - Bage Cumrency [ x|
Business Unit: [+2000 " 4|
GL Journal ID: ITHN555XX ﬂl
Journal Date: Il]3fl]9!2l]l]1\ ﬂ wl
Journal Header Status: I LI Mew Query |
Budget Checking Header Slalus:l LI
Click: OK
Expected | A sdection lig displays with only one choice.
Results:
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Exercise 1 (continued)

PARTICIPANT GUIDE

Step 12 Sdlect or double-click on the new Journd.
Expected | The Journd Entry Header panel displays.
Results:
Step 13 Compare your Journd Entry Header pand with the one shown below:
Process Journals - Use - Journal Entry - Base Currency Hi=1E3
File Edit “iew Go Favaorites Use Process Inquire Bepot Help
SRR EEEEEE S R A2 A
Header |Lines I Totalsl Errar I Approvall
Unit: 42000 Date: 03/09/2001 Ledger Group: IAETUALS ﬂ ¥ | Auto Gen
Journal: TRNEEE:x Ledger:l ﬂ Ref Ho: I
Source: IMAN *| Manual JV Entries Transzaction Type: I_ﬂ
I[_)::gl: IHecognize supplies inventory uzed - monthly izsuance Iﬂ
~Accounting Period Schedul
Fiscal Year: 2001 Schedule:
Accounting Period: 9 Occurrence:
™ Adjusting Entry
&+ None
" Begin Next
" End Next
" Dn Date Specified I
[ [Joumnal Entry Header |Update/Display 4
Expected | If these e ements do not match, review the steps and consult your Ingtructor.
Results:
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Exercise 1 (continued)

Step 14 | Click the Lines panel tab! 52 |,
Expected The Journa Lines pand displays.
Results:
Step 15 Compare your Journd Entry Lines pand with the one shown below:
Process Journals - Use - Journal Entry - Base Currency M=l E
File Edit Yiew Go Favortes Use Process |ngquire Bepot Help
alel@x| manel slel 5= Sl=] 2lel2] vl lz]
Header Lines |T0tals| Error | Approvall
Unit: 42000 Date: 03/09/2001 Ledger Group: ACTUALS ¥ | Auto Gen
Journal: TRMEER Ledger: Source: MAN Ref Ho:
r:]@ %Iml |z|:| 1I]|¥Iz| I=| Errors Only |
Line I| Ledger | Unit | Account | Fund | Org | Program | Sub-Cls | BY | FrifGrt | A | NIR ;I
Amount |Flale Tgpe| Rate | Base Amount | Ref | Stat |Stal Amt | uomM
Line Descr | Budget Checking Line Status Journal Line Status
1 [acTuas [0 [101020 [a1 | #20310)| [T [sor [z001 [o1 [ [w]
usD | 650.00 I
|Casl| OF NationsBank 1 SpeedType -
2 [acTuais |20 [ise00r [Ad | w2030} [T [sor— [zo0r [o1 [ [w]
|Supplies & Materials Invent SpeedType - j
| Unit: 42000 " 2 Lines || £50.00 DRt " £50.00 CR " Status: N" BCM Status: N| i’
[ [Jaurmal Entry Lines |Update/Display i
Expected If these eements do not match, review the steps and consult your Ingtructor.
Results:
Step 16 glick [ to cancel
Expected The Process Journads window is displayed.
Results:
Exercise completed.
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Exercise 2 — Copying a Journal with Rever se Signs Option

Scenario:  Anagency processed the journd TRNO4X X in error. The best way to correct thisentry is
to copy the journa and change the signs of each amount. Create the journa copy.

onlineLibrary: Journals, Copying

Step 1 Toggle to or logon to PeopleSoft.

Expected | The PeopleSoft window displays.

Results:

Step 2 Sdect: Go = Process Financid Information =» Process Journas

Expected | Process Journas window displays.
Results:

Step 3 Process =» Copy Journds=>» Update/Display

If you select update/Display and use arun control that was previoudy used to copy a
journd, the fields on the pand will be aready populated with those vaues. Y ou will
need to enter or select from drop down list the correct journal and journd date that you
want to copy.

Expected | Run Control dialog box displays.
Results:
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Exercise 2 (continued)

APRIL 2003

Step 4 Sdect the following:
Click: OK
Choosez  COPYJV

Expected | The Copy Journdswindow displays.

Results:

Step 5 Enter the following:
Copy Journal
Unit: 42000
Journd: TRNO4XX
(Thisisthe journd you created in exercise 1 section 2)
Journd Date: Current Date
New Jour nal
Unit: 42000
New Journd ID: TRN565X X
(XX isthe number you are assigned)
Journd Date: Current Date
Currency Effective Date:  Current Date
Reverse Signs M

Expected | Datais entered correctly.

Results:

Step 6 click Bl to sve.

Expected | The new information is saved.

Results:

PHOENIX — STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL

SECTION 3: COPYING, CORRECTING, AND DELETING JOURNALS 3'13




APRIL 2003

Exercise 2 (continued)

PARTICIPANT GUIDE

Step 7 Compare your Copy Journd pand with the pand shown below:
Process Journals - Process - Copy Journal M=l E3
File Edit Yiew Go Favoites Use Process Inguie Beport Help
ale(@x| EaE == == A= 2] 2l
Copy Journal |
DOperator ID: FHIMNSO
Run Control ID:  COPYJY Language:  [Engish ]
Copy J | -Mew Journal
Unit: [+2000 ﬂ Unit: 42000
Journal: [TRND4 s New Journal ID: [TRNS6EXX
) I— Journal Date: Il]3fl]9!2l]l]1
JoumalDate: SovZ ﬂ Currency Effective Date: Il]3fl]9!2l]l]1
IV i
|C0py Journal |Update.-"DispIay i
Note: The Journal date may vary based on the current system date.
Expected | If these dements do not match, review the steps and consult the Ingtructor.
Results:
Step 8 Click [ to run the copy process,
Expected | The Process Scheduler Request diaog box displays.
Results:
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Exercise 2 (continued)

Step 9 Enter or verify the following:

Run Location: Server radio button selected

Sarver: PSUNX

Output Dedtination: File

Run Recurrence: Once

Click: OK.
Expected | The Run Location and Output Destination are specified.
Results:

Review the journal that was created during the copy process.

Step 10 Use = Journa Entry — Base Currency =» Journa Entry Header = Update/Display

Expected | A didog box displays.
Results:

Step 11 Enter the following information:
Business Unit: 42000
GL Journd ID: TRN565X X
(XX isthe number assigned to you)
Journd Date: Current Date
Click: OK
Business Unit: [12000 s
&L Journal ID: [TRNSEm ﬂl
Journal Date: Il]3!l]9!2l]l]1| j M
Journal Header Status: I j Hew Query |
Budget Checking Header Slalus:l LI
Expected | Thedataisentered correctly.
Results:
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Exercise 2 (continued)

PARTICIPANT GUIDE

Step 12 Sdlect or double-click on the new Journd.

Expected
Results:

The Journd Entry Header pand displays.

Step 13

Process Journals - Use - Journal Entry - Base Currency

Compare your Journd Entry Header pand with the one shown below:

File Edit “iew Go Favortes Use Process |nguire Heport Help

Hi= E3

alel@x| mael slel 5= S=] 2lel2] el 2]

Header |Lines | Totalsl Error | Approvall

Unit: 42000 Date: 03/03/2001

Journal: TRMSES:: Ledger:l ﬂ

Source: IMAN *| Manual Jv Entries

Ledger Group: IACTUALS ﬂ ¥ | Auto Gen
Transaction Type: I ﬂ

Ref No: I

Long
Descr:
~Accounting Period

IHecognize supplies inventory uzed - monthly izsuance

< chedul

E

Fiscal Year: 2001 Schedule:

Accounting Period: 9

Occurnrence:

™ Adjusting Entry

B
F

" None
" Begin Next
" End Next

" On Date Specified I

| [Jaurmal Entry Header

|Update/Display A

Expected
Results:

If these eements do not match, review the steps and consult your Instructor.
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Exercise 2 (continued)

APRIL 2003

Step 14 | Click the Lines panel tab /1" |
Expected | The Journd Entry Lines pand displays.
Results:
Step 15 Compare your Journa Entry Lines panel with the one shown below:
Process Journals - Use - Journal Entry - Base Currency M=l E
File Edit Yiew Go Favortes Use Process |ngquire Bepot Help
SR EENEEEEEE NS R A A
Header Lines |T0tals| Error | Approvall
Unit: 42000 Date: 03/09/2001 Ledger Group: ACTUALS ¥ | Auto Gen
Journal: TRMEER: Ledger: Source: MAN Ref Ho:
r:]@ %Iml |z|:| 1I]|¥Iz| I=| Errors Only |
Line I| Ledger | Unit | Account | Fund | Org | Program | Sub-Cls | BY | FrifGrt | A | NIR ;I
Amount |Flale Tgpe| Rate | Base Amount | Ref | Stat |Stal Amt | uomM
Line Descr | Budget Checking Line Status Journal Line Status
1 [acTuas [0 [101020 [a1 | #20310)| [T [sor [z001 [o1 [ =]
usD | -650.00| I
|Casl| OF NationsBank 1 SpeedType -
2 [acTuais |20 [ise00r [Ad | w2030} [T [sor— [zo0r [o1 [ Rr]
|Supplies & Materials Invent SpeedType - j
| Unit: 42000 " 2 Lines || -650.00 DRt " -650.00 CR " Status: N" BCM Status: N| i’
[ [Jaurmal Entry Lines |Update/Display i
Expected | If these dements do not match, review the steps and consult your Instructor.
Results:
Step 16 glick [ to cancel
Expected  The Process Journas window is displayed.
Results:
Exercise completed.
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Exercise 3 - Copying a Journal using the Copy Icon

Scenario:

In this exercise, you will practice using the copy icon instead of creating individua manua
entries.

onlineLibrary: Journals, Copying

Step 1 Toggle to or logon to PeopleSoft.
Expected | The PeopleSoft window displays.
Results:
Step 2 Sdect: Go = Process Financid Information =» Process Journals
Expected | A didog box displays.
Results:
Step 3 Use =» Journd Entry — Base Currency = Journd Entry Lines =» Update/Display
Expected | A didog box displays.
Results:
Step 4 Enter the following:
Business Unit: 42000
GL Journd ID: TRNO4XX
(XX isthe number assigned to you)
Click: OK
Expected | Thedataisentered correctly.
Results:
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Exercise 3 (continued)

Step 5 Select or double-click on the new Journd.

Expected | The Journd Entry Header pand displays.
Results:

Step 6 Review thejourna entries that are displayed.

Click the copy icon .

The copy icon can only be used for ajournd that is not posted.

Expected | Thejourna entries are reviewed.
Results:

Step 7 Journa Entry Processing pand

GL Journal Entry Processing E

@ Select Run' or 'Run with Defaults’ on the Journal Copy

Request panel to initiate the copy process. [5010,75]

LCancel Explain

Click: OK.

Expected | The GL Journd entry processing didog box displays.
Results:
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Exercise 3 (continued)

PARTICIPANT GUIDE

Step 8 Enter the following New Journd information:
New Journd ID: TRNB5XX
(XX isthe number assgned to you)
Journd Date: Current Date
Currency Effective Date: Current Date
Reverse Sgns. (not selected)

Expected | Dataisentered correctly.

Results:

Step 9 click Bl to sve

Expected | Thenew information is saved.

Results:

Step 10 Click: therun ﬁ icon to run the copy process.

Expected | The Process Scheduler Request didog box displays.

Results:
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Exercise 3 (continued)

Step 11 Compare your Copy Journd pand with the pandl shown below:

Process Journals - Process - Copy Journal M=l E
File Edit “iew Go Favortes Use Process |nguire Heport Help

R S EENEEN==E RN E 2|

Copy Journal |

DOperator 1D: FHINSOT

Run Control ID:  COPYJY Language:  [English =
Copy J | -Mew Journal

Unit: |42l]l]l] ﬂ Unit: 42000

Journal: ITHNUW ﬂ New Journal ID: ITHNBW

Journal Date: Il]3fl]9!2l]l]1
Joumnal Date:  [03/09/2001  + |
Currency Effective Date: Il]3fl]9!2l]l]1

[ Reverse Signs

|C0py Journal |Update.-"DispIay i

Note: The Journal date may vary based on the current system date.

Expected | The Process Scheduler Request didog box displays.
Results:

Step 12 Enter or verify the following:

Run Location: Server radio button selected
Sarver: PSUNX

Output Dedtination: File

Run Recurrence: Once

Click: OK.

Expected | The Run Location and Output Degtination are specified.
Results:
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Exercise 3 (continued)

PARTICIPANT GUIDE

Step 13 Click: llto close the pand.
Expected | The Copy Journa pand closes.
Results:

Review the journal that was created by the copy.

Step 14 Sdlect: Use = Journd Entry =» Journal Entry Header = Update/Display
Expected | A didog box displays.
Results:
Step 15 Enter or sdlect the following search criteria
Busness Unit: 42000
Journd ID: TRNB5XX
(XX isthe number assgned to you)
Journd Date; Current Date
Click: OK
Update/Display -- Journal Entry - Base Currency
Business Unit [6000 " |
6L Journal ID: [TRNESXX ﬂl
Journal Date: IIJZJ'I]?J'ZIJIN ﬂ wl
Journal Header Status: I LI Mew Query |
Budget Checking Header Slalus:l LI
Expected | The sdection information is entered.
Results:
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Exercise 3 (continued)

APRIL 2003

Step 16 Select or double-click on the journa you created.
Expected | Thejournd you cregted islisted as a sdlection. If the journd you created is not
Results: displayed, review the steps again and ask the Instructor.
Step 17 Compare the following pand:
Process Journals - Use - Journal Entry - Base Currency Hi=1E3
File Edit “iew Go Favaorites Use Process Inquire Bepot Help
SRR EEEEEE S R A2 A
Header |Lines I Totalsl Errar I Approvall
Unit: 42000 Date: 03/09/2001 Ledger Group: IAETUALS ﬂ ¥ | Auto Gen
Journal: TRMES:< Ledger:l ﬂ Ref Ho: I
Source: IMAN *| Manual JV Entries Transzaction Type: I_ﬂ
I[_)::gl: IHecognize supplies inventory uzed - monthly izsuance Iﬂ
~Accounting Period Schedul
Fiscal Year: 2001 Schedule:
Accounting Period: 9 Occurrence:
™ Adjusting Entry
&+ None
" Begin Next
" End Next
" Dn Date Specified I
[ [Joumnal Entry Header |Update/Display 4
Expected | If thejournd you created is not displayed, review the steps again and ask the Ingtructor.
Results:
Step 18 | Glick [ o cancel
Expected | The Process Journaswindow is displayed.
Results:
Exercise completed.
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Exercise 4 — Correcting Out of Balance Journal Errors

Scenario: In entering ajournd, an incorrect amount was keyed for one of the lines. Review the errors
and make the vaid corrections.

online Library: Journal Entry

Step 1 Toggleto or logon to PeopleSoft, if necessary.

Expected | The PeopleSoft window displays.
Results:

Step 2 Sdect: Go = Process Financid Information =» Process Journals

Expected | A didog box displays.
Results:

Step 3 Use = Journd Entry — Base Currency =» Journd Entry Errors =» Update/Display

Expected | A didog box displays.
Results:

Step 4 Enter the following:

Business Unit: 42000

Journd 1D: TRN101XX

(XX isthe number assigned to you )
Click: OK

Expected | A sHection ligt displayswith severa choices.
Results:
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APRIL 2003
Exercise 4 (continued)
Step 5 Note the error for thisjournd.
Expected | Theerror isnoted.
Results:
Step 6 Compare your Journa Entry Errors pane to the one below:
Process Journals - Use - Journal Entry - Base Currency H=1E

File Edit “iew Go Favortes Use Process |nguire Heport Help

alel@x| mael slel 5= S=] 2lel2] e lAz]

Headerl Linez | Totals  Emor |Approval|

Unit: 42000
Journal: TRW101

Date: 0341342001 Ledger Group: ACTUALS ¥ | Auto Gen
Ledger: Source: MAN Ref Ho:

Journal Header Budget Emors
[ Budget Checking Header Status: N Mot Budget Checked

Journal Header Edit Errors

Unit: 42000 Journal is not balanced. ;I
Field Name: JRMNL_HDR_STATUS

Meszage Seq: 1 of 1

Message Nbr: 586D 18 =

DN

Line #:

1T

Line Descr:

-Journal Line Edit Emrors

I

Field Mame: Majournal line between line 1 and line 2 iz marked in ;I
Efrar.
Meszage Seq: of
Message Nbr: @ =] j —~
|J0umal Entry Errors |Update.-"DispIay i

Results:

Expected | If these e ements do not match, review the steps and consult your Ingtructor.
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Exercise 4 (continued)

PARTICIPANT GUIDE

Step 7

Expected
Results:

Correct the error.
Hint: the amount for each journd line should be $1,052.00.

The correction is entered.

Step 8

Expected
Results:

Compare your Journa Entry Lines pand to the one below:

Process Journals - Use - Journal Entry - Base Currency H=E
File Edit ¥iew Go Favoites Use Process Inguire Report Help
Ble@x| 2lEal sel @ = Elel] 2]
Header Lines ITntaIsI Erar | Applnvall
Unit: 42000 Date: 0341372001 Ledger Group: ACTLALS I¥| Auto Gen
Journal: TRN101 Ledger: Source: hAN Ref No:
BECDEEEER] BIELED ©[E]E]  Ewros oy |
Line I‘ Ledger |um |A ccccc 3 |Fund |Dlg |ngmm |Suh-DI§ |B'|' |P|ilErl |All| ‘mn |
Amount |Rate Tgpe‘ Rate Base Amount | Ref | Stat |Stat Amt | uom
Line Descr | Budget Checking Line Status | Journal Line Status

[201 [2001 Jos

1 [acTuacs | [EII0 [ie10z0 | [ad
| I —

[szssio |
uso -1.052.00
Cash OP NationsBank 1 Mot Budget Checked

SpeedTape IE

[__[n]

2 [actuacs [0 [ers001 a1 EEmwn [0 2001 |os [n]
usn 1.052.00
Rents OTRE-Equipment Mot Budget Checked SpeedTape -
w0 | 2 Lines || 105200 bRt | 105200 R | staws:  £| BEM Staws: 1
|

| |Jnuma\ Entry Lines ‘Llpdate.r‘Display

L1 R K

The correction is saved

Step 9

Expected
Results:

Click B to save.

The correction is saved

Step 10

Expected
Results:

Click: ﬁl to close the pand.

The Copy Journal pand closes.
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Exercise completed.
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Exercise 5 — Correcting “ Accounting Period Not Open” Journal Errors
Scenario: A st of journd entries for an agency was mistakenly entered with a 2000 journd date. The
journa date used belongs to a closed accounting period that caused the journal to bein

efrror.

onlineLibrary: Journal Entry

Step 1 Toggleto or logon to PeopleSoft, if necessary.

Expected | The PeopleSoft window displays.
Results:

Step 2 Sdect: Go = Process Financid Information =» Process Journals

Expected | A didog box displays.

Results:

Step 3 Use = Journd Entry — Base Currency =» Journd Entry Errors =» Update/Display
Expected | A didog box displays.

Results:

Step 4 Enter the following:

Busness Unit; 42000
GL Journd ID: TRN105XX

Click: OK

Expected | A sdection lig digplays with many choices.
Results:
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Exercise 5 (continued)

APRIL 2003

Step 5 Sdlect or double-click on the journd.
Expected | The Journd Entry Errors pand displays.
Results:
Step 6 Note the error for thisjournd.
Expected | Theeror isnoted.
Results:
Step 7 Compare your Journd Entry Errors pane to the panel shown below:
Process Journals - Use - Journal Entry - Base Currency Hi=1E3
File Edit “iew Go Favortes Use Process |nguire Heport Help
R e E I EE N R A \
Headerl Lines I Totals  Emar |Appr0val|
Unit: 42000 Date: 021342001 Ledger Group: ACTUALS ¥ | Buto ien
Journal: TRW105 Ledger: Source: [ Ref Mo:
Journal Header Budget Errors
’V Budget Checking Header Status: N Mot Budget Checked ‘
rJournal Header Edit Errors ;I
Unit: 42000 The journal date is not in an open period for this ledger. ;I
Field Mame: JRNL_HDR_STATUS
Meszage Seq: 1 of 1
Message Nbr: 5360 a7 = z’
Line #: Line Descr: | ;I
rJournal Line Edit Errors
Field Hame: Mo joumal line between line 1 and line & is marked in ;I ;I
Meszage Seq: of Sirar.
Message Mbr: @ =l j —
|J0umal Entry Errors |Update.-"Disp|ay v
Expected | If these dements do not match, review the steps and consult your Instructor.
Results:
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Exercise 5 (continued)
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Step 8 Copy thisjournd to anew journa with thisinformation:
GL Journd ID: TRN57XX
(XX isthe number you are assigned)
Journd Date: Current Date
Currency Effective Date:  Current Date

Expected | Thejournd is copied with the correct date.

Results:

Step 9 Click: ﬁltoclosethepmel.

Expected | The Copy Journal panel closes.

Results:

Exercise completed.
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Exercise 6 - Correcting Journalswith Budget Checking Errors

Scenario:  The scenario for this exercise will involve correcting an exigting journd that passed editing
but failed the Budget Checking process.

onlineLibrary: Journal Entry

Step 1 Toggle to or logon to PeopleSoft.

Expected | The PeopleSoft window displays.

Results:

Step 2 Sdect: Go = Process Financid Information =» Process Journas

Expected | A didog box displays.

Results:

Step 3 Use = Journd Entry — Base Currency =» Journd Entry Errors =» Update/Display
Expected | A didog box displays.

Results:

Step 4 Enter the following:

Busness Unit: 42000
GL Journd ID: TRN106XX
(XX isthe number assigned to you)

Click: OK

Expected | A sdection ligt digplays with severd choices.
Results:
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Exercise 6 (continued)
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Step 5 Sdlect or double-dick on the journd.

Expected
Results:

The Journa Entry Errors panel displays.

Step 6 Note and research the error.

Expected
Results:

Research determines that the journa lines used the wrong Sub Class.

Step 7 Compare thefallowing pand:

Process Journals - Use - Journal Entry - Base Currency

File Edit “iew Go Favortes Use Process |nguire Heport Help

I [=1 E3

EEEIEEEENEE s EE N R +|«|«+|£|\

Headerl Lines I Totals  Emar |Appr0val|

Unit: 42000

TRM107

Date: 0341342001

Journal: Ledger:

Ledger Group: ACTUALS
MAN

¥ | Auto Gen
Ref No:

Source:

Fournal Header Budget Errors

Budget Checking Header Status:  E Emorin

Budget Check ‘

rJournal Header Edit Errors
Unit:
Field Name:
Meszage Seq: of

Meszzage Nbr:

Mo journal headers are marked in error.

Line #: Line Descr:

rJournal Line Edit Errors

Field Name:
Meszage Seq: of

Meszzage Nbr:

=y

Mo joumal line between line 1 and line 2 is marked in
Iror.

|J0umal Entry Errors |Update.-"Disp|ay

Expected
Results:

Research determines that the journa lines used the wrong Sub Class.
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Exercise 6 (continued)

Step 8 Changethe journd line 2 to the correct Sub Class: 306.

Expected | Theerror is corrected.
Results:

Step 9 Click: ﬁltoclosethepmel.

Expected | The Copy Journd pand closes.
Results:

Exercise completed.
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Exercise 7 — Deleting a Jour nal that has not been Budget Checked

Scenario:

onlineLibrary: Journal Entry

A journa was entered with incorrect information. The journa has not passed through budget
checking; therefore, the journa can be deleted, and a new journa can be entered. The
Copy Journd function was used to create a new journa with the correct journd information.

Step 1 Toggleto or logon to PeopleSoft.
Expected | The PeopleSoft window displays.
Results:
Step 2 Sdect: Go = Process Financid Information =» Process Journas
Expected | A didog box displays.
Results:
Step 3 Use = Journd Entry — Base Currency =» Journd Entry Lines =» Update/Display
Expected | A didog box displays.
Results:
Step 4 Enter the following:
Business Unit: 42000
Journd ID:  TRNO4XX
(XX isthe number assgned to you)
Click; OK
Expected | A sHection ligt displayswith severa choices.
Results:
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Exercise 7 (continued)

Step 5 Select or double-click on the journd.
Expected | The Journd Entry Lines panel displays.
Results:

Step 6 Verify that the journa has incorrect information.

Expected | The Journd Entry Lines pane displays.
Results:

Step 7 Click: I (the ddlete journal icon).

Expected | A didog box digolaysfor you to confirm if the journal should be deleted.
Results:

Step 8 Click YES to confirm that the journa should be deleted.

GL Journal Entry Processing

2)

Are pou sure that you want to delete this journal? (5010,30)

Ho Explain
Expected | Didog box displays.
Results:
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Exercise 7 (continued)
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Step 9 Confirm that the journal was deleted. Click: ¥
Expected | The Update/Display didog box displays.
Results:
Step 10 Enter the following:
Business Unit: 42000
Journd ID: TRNO4XX
(XX isthe number assigned to you)
Click: OK
Expected | The sdection information is entered.
Results:
step1l | glick Kl to dosethe pand.
Expected | The Copy Journa pand closes.
Results:
Exercise completed.
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E. Summary and Review

Activity Materials

SAEIE

LECTURE GUIDE REVIEW

Step 1 Answer the following questions:

1. Why would you use the PeopleSoft Copy Journd capability?

2. When would you use the Copy Journd capability to reverse Sgns?

3. Mug ajournd have a certain gatus before the journa can be copied?

4. What steps must be taken on anew journd created from Journa Copy?

Ansvers.
1. Therearetwo Stuaions where journd copy is useful:
When an exigting journd contains the same set of journd entries as needed for a
new journd.
When a posted journa contains errors and must be reversed.
2. When a posted journa contains errors and must be reversed.
3. Thejournd being copied may have any status except deleted.
4. Thenew journd must still be edited, budget checked, and posted.

Expected | Anunderganding of the key concepts for Making Journa Entries
Results:
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Summary and Review (continued)

Step 2 Answer the following questions

1. Why can't you delete ajournd that has been budget checked?
2. CanaJournd ID from addeted journal be reused? Why not?
Answers:

1. Journdsthat are budget checked have aready affected encumbrances and
controlled budgets.

2. No, dl Journa 1ds must be unique.

Expected | The Update/Display diaog box displays.
Results:

Step 3 Answer the following questions:

1. List somejournd errors
2. How arethose journd errors caused?
3. How arethose journal errors resolved?

Expected | The Update/Display diaog box displays.
Results:
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Copying, Correcting, and Deleting Journals

’ Congratulations! 'Y ou have just completed the Copying, Correcting, and Deeting Journds
module. This module contains the tools needed to present the concepts and procedures
involved in copying, correcting, and deleting journds.

Goal To have the skills and knowledge necessary to perform the proceduresidentified in the
Making Journa Entries section of the online Library.

Participant
Objectives  You should be able to:

Use the PeopleSoft Copy Journa capability to create new journas

Use the Reverse Signs capability of Copy Journa

Correct journds flagged as having errors

Use the PeopleSoft Delete Journd capability

Identify when the Copy Journdl and Ddlete Journd capabilities normally would be used

gk owDdE

PHOENIX — STATE OF GEORGIA SECTION 3: COPYING, CORRECTING, AND DELETING JOURNALS 3'39
PROPRIETARY AND CONFIDENTIAL






SSSSSSSSSS
TTTTTTTTT

Phoenix — End User Training

SECTION 4:
| NQUIRING ON JOURNALSAND LEDGERS

PARTICIPANT GUIDE

PEOPLESOFT FINANCIALS FOR PuBLIC SECTOR 7
PEOPLESOFT GENERAL LEDGER
APRIL 2003






PARTICIPANT GUIDE April 2003

Inquiring on Journals and L edgers

'. Welcome to the Inquiring on Journds and Ledgers section!  This section contains the
tools needed to learn the concepts and procedures involved in inquiring on activity in
the ledger.

Goal To acquire the skills and knowledge necessary to perform the proceduresidentified in

the Inquiring on Journals and Ledgers section of the online Library

Participant
Objectives At the end of this section you will be ableto

Enter sdection criteriato identify journasfor viewing

Review the journd information for al journd datuses

Enter sdlection criteria to identify summarized information maintained in ledgers
Specify asummarization of ledger activity for inquiry

Review the ledger activity for various fisca periods

Access the journas that are summarized in the ledgers

Access the journd lines containing detall journd entries

NoaswWDdDPRE

Outline Inquiring on Journals
Introduction
Concepts

Business Processes
Exercises

Summary and Review

Mmoo

Inquiring on Ledgers
Introduction
Concepts

Business Processes
Exercises

Summary and Review

>

mooOw
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Section Contents

4
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Inquiring on Journals

A. Introduction

Activity Materials

W ||E || X

LECTURE GUIDE LIBRARY
Step 1 Goal: To acquire the skills and knowledge necessary to inquire on journasin
PeopleSoft
Objectives:

1. Inquireon journds
2. Review journd lines on journds with any satus

Expected | The god and objectives are introduced.
Results:

Step 2 Materials:
Participant Guide, online Library, PeopleSoft

Expected | The materids are introduced.
Results:

Step 3 From the Table of Contents window in the online Library, expand down the following
path:

PHOENIX PROGRAM GENERAL LEDGER PROCESSES
Making Journal Entries
Viewing Procedures
Journal Inquiry, Viewing

Expected | TheViewing Procedures section displays.
Results:
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B. Business Processes

Activity Materials

W |EE || e

LECTURE GUIDE HANDOUT

Step 1 Discuss the relevant business processes.

Expected | The new business processes are identified and understood.
Results:
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C. Concepts

Activity Materials

FNEEES

LECTURE GUIDE LIBRARY

Step 1 The main underlying concepts are:

1. Journa Inquiry can be used to view journdsthat arein any status, including posted.

2. Journd Inquiry can provide either summary or detail information.

3. Journd Inquiry requires only the business unit, ledger, fiscal year, and from and to
accounting periods, but permits specifying optiona information to help you find the
journds eeslly. The optiond information is journal status, date, source, currency,
and Journd ID.

Expected | Anunderstanding of the main concepts involved in inquiring on journas
Results:

Step 2 From the Table of Contents window in the online Library, expand down the following
path:

PHOENIX PROGRAM GENERAL LEDGER PROCESSES
Making Journal Entries
Viewing Procedures

Expected | The Viewing Procedures section displaysin the online Library.
Results:
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Step 3

Expected
Results:

Sdect and read the following concepts in the online Library:

PHOENIX PROGRAM GENERAL LEDGER PROCESSES

Making Journal Entries
Viewing Procedures
Journal Inquiry, Viewing

An overd| undergtanding of how to inquire on journas
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D. Exercises

Activity M aterials

IME

PRACTICE GUIDE FSTRAIN

To prepare you to use PeopleSoft on the job effectively, there are two exercises that
were devel oped:

Exercise 1 - Inquiringon journals
Exercise 2 - Inquiring on sandard journals
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Exercise 1 — Inquiring On Journals

Scenario: Y ou must locate and inquire on an exigting journd. Y ou have the
followmg information about the journd.:
the business unit isthe Merit Sysem
the Ledger isACTUALS
the accounting period is period 11
the source was amanua entry
the purpose was to correct the posting of regular salary expensesto
the wrong organization code
the journal was posted
Step 1 Toggle to or logon to PeopleSoft.
Expected | The PeopleSoft window displays.
Results:
Step 2 Access the Inquire Journa pane group.
Sdlect: Go = Process Financid Information =» Process Journals =
Inquire=>» Journa=» Journd Criteria=»Add
Expected | A didog box displays.
Results:
Step 3 Enter the following information:
Inquiry Name: JRNL_INQXX (Replace XX with the number assigned to
you by your Ingtructor)
Click: OK
Expected | The Journd Criteria panel displays.
Results:
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Exercise 1 (continued)

Step 4 Enter or sdect the following:
Business Unit: 46000
Ledger: ACTUALS
Year: 2001
From/To Period: 11/11
Journdl : (leave blank)
Source: MAN
Maximum Row: 100
Expected | Thedatais entered correctly.
Results:
Step 5 Compare your Journd Criteria pand to the panel shown below:
Process Journals - Inguire - Journal M=
File Edit “iew Go Favortes Uze Process |nquire Beport Help
gle@x| wiaEl sle gm 2= o] = sz
Joumnal Criteria | Header Detail |
Inquiry Hame:  Unit: Ledger: Year: From/To Period:
JRNL_ING<  [46000 | +| [acCTUALS #| [2001 of [ 1 ][ 11 4]
Journal: D ate: Status:  Source: Currency: Stat:
| LN [ 3] e o [ of [ T8
Max Number of Rows in Scroll: 100
| |J0umal Criteria |Add -
Expected | Proceed to the next step. If the panels do not match, review the steps and consult the
Results: Instructor.
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Exercise 1 (continued)

Step 6 Click El to save the new inquiry.

Expected | Thenew inquiry is saved for future use.
Results:

Step7 | press<F2> or dlick the Header Detail tab L2 2231 |

Expected | The Header Detall pand displays.
Results:

Step 8 Sdect the following criteria
Status: P
Sort By:  Journal ID

Expected | If multiple journds are retrieved, the journds will display in Journa ID order.
Results:
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Exercise 1 (continued)

Step 9 Compare your Header Detall pand to the panel shown below:
Process Journals - Inquire - Journal M= E
File Edit “iew Go Favortes Usze Process |nguire Beport Help
SR B EEEEEEE S R A A]
Journal Criteria - Header Detail |
~Inquiry Criteria
Inquiry: Unit: Ledger: Tear: From{To Period: Currency: Source:
JRML_MEXK [46000 ﬂ [acTuaLs ﬂ [2001 ﬂ ITHITH I_ﬂ Wﬂ
Journal: Date: Status: Sort By:
I ﬂ I IF‘_ﬂ IJournaI d =1
[ [Header Detail |&dd o
Expected | Proceed to the next step. If the panels do not match, review the steps and consult the
Results: Instructor.
Step 10 click [ to retrieve the header information for journals matching your criteria
Expected | The Journa Header data displays for the journas matching the criteria. If multiple
Results: journas match, then the scrollbar can be used to move between the displayed journds.
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Exercise 1 (continued)

Step 11 View the journd information by using the scrollbar to find the journa with:
Long Description: “To Correct Expense of Regular Salariesto correct
Organization Code’ and a
Journd ID: TRN101XXP

(XX with the number assigned to you)

Expected Journal TRN101XXP is displayed.
Results:

Step 12 Click the Show All checkbox.

Expected The datais entered correctly.
Results:
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Exercise 1 (continued)

Step 13 Compare your Header Detail pane to the pand shown below:
Process Journals - Inguire - Journal =]
File Edit “iew Go Favortes Usze Processz  Inguire Beport Help
Blel@x| alala sle 5= g8 2ol # vl
Journal Criteria  Header Detail |
~Inquiry Criteria
Inquiry: Unit: Ledger: Year: Fromi!To Feriod: Currency: Source:
JRML_MGR:  [T5000 ﬂ [acTuals ﬂ [1399 ﬂ [ ﬂ| 1 ﬂ [ ﬂ [man ﬂ
Journal: Date: Status: Sort By:-
I ﬂ I IP_ﬂ IJournaI Id ;I
Journal Date Seq Ledger Grp Source Reversal Schedule Occur ;I
TRMI01HEF 08¢ 1601933 ACTUALS AR Mone
Status
Journal Status: Fosted Fosted: QBT 333 Process: Mo Fequest
BCM Status: Walid Budget Check
EBalanced: DR-CR Controls: Crrl= Ok Errors: Edits OK
Lg:gc'iptiun: To Caorrect Expense of Regular Salaries to correct Organization Code, H =
Lines: 2 From Line: I Through Line: I
~Totals by Currency =
i Currency: USO DR: 163245 CH: 163245 Net: EI.EIEI| j LI
|Header Detail | Update/Display i
Expected Proceed to the next step. If these elements do not match, review the steps and consult
Results: the Ingtructor.
Step 14 Click the Show Journal Lines button
Expected The Journd Lines display.
Results:
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Exercise 1 (continued)

Step 15 Compare your Header Detail pand to the panel shown below:
Process Journals - Inquire - Journal [_ [O] =]
File Edit “iew Go Favortes Use Procesz |nguire Heport Help
Ble@x| alaE| slel B 2= 2lelo] #lelslz ]|
Joumal Criteria  Header Detail |
~Inquiry Criteria —
Inquiry:  JEMNL_IMNGR=E  Unit: 48000 Ledger: ACTUALS Journal: ":,O ﬁ
Journal Date Status Posted Lines ;I
TRMKA000F 05M5/1933 Fosted Oef07M1 899 2
Ila‘:rr:?:riptiun: |To Correct Expenze of Regular Salaries o correct Organization Code. Ijl
Debits: 163245 USD Credits: 163245 USD Net: 0oo Uso
Line ¥ | Account |Fund | Org |Prog | Sub-Cls| BY | Stat | Ref MR Transaction Amount ;I
Line Descr | PrijfGrt | AFF | Statistic Amount Exzch Rate Base Amount
1 510001 A4 4E0MEZL 01 300 1993 V] 163245 LSO
Feqular Salaries 01001 1.00000000 163245 LSO
2 B10001 A4 4B01640 01 300 1543 V] -1,632.45 LSO
Fegular Salaries 1001 1.00000000 -1.E32.45 LSO
| Lire: D stail | Update/Display v
Expected Proceed to the next step. If these elements do not match, review the steps and consult
Results: the Instructor.
Step 16 click Xl to dose the pand.
Expected The pand is closed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 2 — Inquiring on Standard Journals

Scenario:  You must ensure that a standard journal has been posted for the month being closed.
Y ou have thisinformation about the journd:
. the business unit is the Merit System
the Ledger isACTUALS
the accounting period is period 11
the source was amanud entry
the purpose was to recognize depreciation in the GAAP Ledger

Step 1 Toggle to or logon to PeopleSoft.

Expected The PeopleSoft window displays.

Results:

Step 2 Access the Standard Journal SJE Status pand.
Select: Go=>»Process Financia Information=» Process Journals=>
Inquire=» SJE Status

Expected A didogbox displays.

Results:

Step 3 Enter or select the following information:
Business Unit: 46000
Click: OK

Expected A lig of sandard journds displays.
Results:
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Exercise 2 (continued)

Step 4 Compare your list box to the panel shown below.
List
=
46000 |TRMA101 Fecard D epreciation to GAAP Le Recurring
46000 |TRMA102 Record Depreciation to GASF Le Recurring
46000 |TRM4103 Fiecard D epreciation to GAAP Le Fecurring
46000 |TRMA104 Record Depreciation to GASF Le Recurring
46000 |TRM4105 Fiecard D epreciation to GAAP Le Fecurring
46000 | TRM4106 Record D epreciation to GAsP Le Recuring
46000 |TRM4107 Fiecard D epreciation to GAAP Le Fecurring
46000 |TRM4108 Fecard D epreciation to GAAP Le Recurring
46000 |TRM4109 Record Depreciation to GASF Le Recurring
46000 |TRM4110 Fiecard D epreciation to GAAP Le Fecurring
46000 [TRMA111 Record Depreciation to GASF Le Recurring
46000 |TRM4112 Fiecard D epreciation to GAAP Le Fecurring
46000 | TRM4113 Record Depreciation to GAAP Le Hecurring j
Select I Detail Cancel
Expected Proceed to the next step. If these eements do not match, review the steps and
Results: consult the Indtructor.
Step 5 Sdect the standard journd from the displayed ligt.
SEID: TRN41XX
(XX with the number assgned to you)
Click: Select
Expected The SIE Status pand displays.
Results:
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Exercise 2 (continued)

Step 6 Compare your SJE Status pand to the pand shown below.

Process Journals - Inquire - SJE Status Hi=E
File Edt “iew Go Favortes Use Process |nguire Beport Help

SR E EENEE N EE N Rz A

SJE Status |

Unit: 46000 Standard Joumnal: TRK 7520 Model Journal Date: 02/05/2001

Deszcription: test

Schedule: MOMTHEND tonthly Schedule-End of Month SJE Type: Recuring
Date Occ | Ledger Group |Led_ger | Source | Lines | Debitg ;I
Status Process |Balanced | Controls: Errors

nao
|SJE Status |Update/Display i

Expected Proceed to the next step. If these eements do not match, review the steps and
Results: consult the Instructor.

Step 7 CIickﬁltocIosethepanel.
Expected The pand is closed. Proceed to the next exercise.
Results:
Exercise completed.
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E. Summary and Review

Activity Materials

WO || |

LECTURE GUIDE REVIEW

Step 1 Answer the following questions

1. When can standard journa statuses be viewed?

2. Ligt three characteristics shown on the SIE Status Pandl.
Answers.

1. Only after the standard journd entry is created.

2. Ledger Group

Schedule of occurrence
Type of SJE (template or recurring)

Expected An understanding of the key concepts for inquiring on standard journds
Results:
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Summary and Review (continued)

Step 2 Participate in areview activity.

(optional)

Expected Successful completion of the review activity.
Results:

Step 3 Objectives:

1. Inquireon journas
2. Review journd lines on journds with any gatus

Expected | Discussion of the objectives
Results:
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Inquiring on Journals and Ledgers

Congratulations! 'Y ou have just completed the Inquiring on Journas and Ledgers
module. This module contains the tools needed to learn the concepts and procedures
involved in inquiring on journds and ledgers.

Goal To acquire the skills and knowledge necessary to perform the procedures identified in
the Inquiring on Journas and Ledgers section of the online Library

Participant
Objectives  You should be ableto:

Enter sdection criteriato identify journasfor viewing

Review the journd information for dl journd datuses

Enter sdlection criteria to identify summarized information maintained in ledgers
Specify asummary of ledger activity for inquiry

Review the ledger activity for various fisca periods

Access the journds that are summarized in the ledgers

Access the journd lines containing detall journd entries

NoaswWDdDPRE
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